SAAR MSE 
a on 


So i) eee as > iy a = ure — ae ‘7 ~ a pay Sa, $ ke 
oe ae 2 aes ae. , is. ai £ le ‘ hs eee 2 : ne 
q f cee . 5 ee > oe 4M . ta, ae ey. 
Se a are fs 4 — a i neem hee : Rape i a 2 r et . Bec # C s ~ : 
aa ' 5. : ; a —_ shh -_ * 
¢ Ws ) aes a oes ni: ee rw = ss —_ : 
— a: ee c 
E> ie gz i 7 ens isi: es - ot Seer 3 ipo ‘g ag i. 
, y Be 3 ; P ' ; ¥ : \, 
[ ee 2 “ \ ’ f 

ae ; . ? i “a 

“i a «bane _s, - 2 4 : . sal 2 a Ys S 3 

ise Bc or % a : << yigeie <> ‘ _ Arg ¥ ie , 

a. 4 el Tee : me i ge mee Beer at Bo eee “a Be 

Pa. 3 } i ae ioe : g 2 a 4 

.: ASD Ve & > Ve 

eo = ‘ 2 ee. 7 - + ee ae his on = ae a. ao se oes 
nop Gates ° La ae a ae : 4 meer _ 

5 ae Ae ¥: . ps 4 
— CML po Tei tlm 

aa a —_ : 
swe x ae ri: 

— : Lae Be. ot alicilads : 

oe > ae m— — a. 6h lg , B ca 
ae 4 $ , a E, om F , oie + m -* . i: aca 

i i 1 i al . : 4 
Sees. i y Aye - . ee So Ae z Ae ad oe 
aon, f \ ah % a ee a ' a 7 bal Se A re 2s a q 
i on yi y) ate itt aS Be f "ie < ——e \ 7 ‘ , 

* : Ai) 650s a 2 , Bee ie ae Bo all ’ ’ 
‘4 i Frit aa = ‘a a —— a 2 ie 
le bese Phil) fis 7 : a . q a p . Q3Q3Q3Y}==. . , . © ; 

# I | ' : ~ .e “7 * nS 
a Met Hy me ‘ er. = Pa \ ‘ Pe ¢ = Ds , ae : ; me : a =e ; 
OS ae (iit Ane Rae 2) 4 *. f > = ~ ——— err 5 
| ee | —_—— SRE mn Te . oS | 
or Se oye +i a oe . ¢ tal | 
| a 4 ae a 

| alae | 7. = a\ b See 

oat SS , , ‘ wf . ? — c " = 

| aes H . a 2 - oi: 

my i f. af dio ai ' , od , - % — 

x ie & o . A ee i % 4 oe he, h 

if it : ta pet ne , ~~ ‘ é ~ ; sf * -, ; 

gate, / ioe — f, ey . 
gr i Ye ' ve . ™ , ; 
ow Sot PON (Ree . ee i 
ms ““ wen at an} se = eg ; , wy % i Py 
ae t4 — ‘ ‘ So q ba ' ee & 
| +6 jae ee oa -_ aed \) a. ES : ia 7 a0 
ES “- ae X *\ 4% | = TS ——_- . se 
ee —— ‘ iS “ow # of «<-“e | 
era: te ee - + . _— . F . i VS " as mean” * ‘ 
eo be ~ bs = . E j a 2 . hy eee . ° , ; 
i ~~ : j . y £ - i * : 
re a e “i a i 
aft ne —™, A 3 ‘ : a 2 r ' f ee MM 4 — a 
; ’ p — “~~ ~ ON a ‘ T ; be 4 “ : by 
a _ ‘aa, i ¥ : 4 ee: Ser 4 / 2 > — 
ME te ot ; a) te a. ’ “Eb | fk ; _ 
“5 + ae ? ft ~ ? e “a — aie : 
me ae CaP _ v SO? | =e. : 
ae OE ae od Aw = 
+ - oa _y OPN sett ~~ a - wast t 
; 6 ; a a ave. 7 ’ | Me: Ges x . me ecg . < y oe 
=: q } hs Ba a SE ee ra Ce cs ; - . \ til 
_—_ >" : hi a fF . 4% rE } bit 
iti: & re =~ f 2, & f' | ia 
So a 7 rm , ig IE : a : re arg in 3 
ela = Lie : te oe —— ne é ; — = : z — " 
ee . ar aa ne Pu a ee , fs " 7 . = | ; 
oo = | I — | ie i: te 
Se a ‘ a ae P 4 * d e . = i 7 : 
ay sate ear paren tr 7” sat pea ea er a “ er 7 . 2 | 5 
a —— 4 a oie a) os a - 
— : : 0 ee i. a i ee Rei —_ °° : 
ve -- — sw —_ _-. : , * $- rN Fa Bes 4 — —_ 
— = — — Seaton Ce ms Ps Hib, o 
ia Se i cs be by “s + " ayo ; Beet es ! 4 oe ; 
i : oe a. ae Pee Lia a lS aga ieeeaeas 5 Bang ee ale Oe eal “a ‘ 
i <a eS ISSUE = NOVE MBER 19 g ne 
z = es — “Sah 5 ulllaaaaaaes eee ll ile ‘Se ae 

‘ ee. * c Ey : e . . . a ; 

a | ml - al < : aoe we Bi % Pi. 4 AY Aes : 
Jaeteieh a ee we ‘ee es ics so) ae wi ‘a oa * 2 2 
oe ant : a eS ae 5 a Dee: ie a er ; 
ee pat Ps ; a os. ote. oe a a: a: ea ee, Ae er Re al 
aha io SP cata: 5 Sey la Ps — he - 2a oe a a ae: jee . Yell 


. ReF . 
4 


iota 


ost 


- 
¥ 


el 


There's something you just 
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tet 


can't ignore about any letter 


Cee 


oe, 


typed on an IBM Electric 


Executive* Typewriter 


For demonstration or illustrated brochure, write 
to International Business Machines, Dept. MG-6, 
590 Madison Avenue, New York 22, New York. 


Available in 6 colors as well as gray 
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For new ideas in office planning, write for ‘‘Tooling Up Your Office’’ 
METAL OFFICE FURNITURE COMPANY, Grand Rapids, Michigan 


November, 1952 


You can see it immediately. The difference 
in Steelcase shows in design and engineer- 
ing ...in new and better sizes...in the 
ultimate of working efficiency that marks 
every Steelcase desk. And it remains con- 
stant through the valuable economies you 
effect as a result of Steelcase’s exclusive, 
standardized, interchangeable parts. See 


your Steelcase dealer! Let him show you 
these differences. And let him tell you about 
the modest cost. That’s very important! 
Only Steelcase provides steel desks, 
chairs, files and accessory office furniture 
coordinated in design, style and finish— 
assuring complete harmony now and in any 
additional furniture the future may require. 


FD 00k for stovlcose in the classified 


section of your telephone directory. 


OFFICE MANAGEMENT AND EQUIPMENT 


eae 


STEELCASE 


Business Hquipmenr 
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.can you see the — 
Salesman 
in this picture? 


THE ELOQUENT silence of a finely furnished office is 
literally golden. For a distinguished office helps sell 
your product or your service as effectively as your 
most persuasive salesman! 

A fine office tells your visitor he is dealing with 
a firm of high standards . . . one which will give him 
“nothing but the best.” Instinctively, he’s proud to 
place his business into such obviously capable hands. 


For years, Macey-Fowler has been creaung ‘‘silent 
salesman” offices for some of the finest firms in the 
country . . . large and small. It would surprise you to 
find how simply . . . and economically . . . we can 
create one for you. 

Attractive “model room” displays await your inspec- 
tion at our showrooms, where typical offices are set 
up. Or, send for our handsome illustrated booklet. 


Macery fowler 


INCORPORATED 


OFFICE MANAGEMENT AND EQUIPMENT 


305 EAST 63rd ST., NEW YORK 21 + 150 CAUSEWAY ST., BOSTON 14 
Fine Executive Furniture in Both’ Wood and Steel 


November, 1952 
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OFFICE 


Sponsor of the “Office of the Year” Awards 


MANAGEMENT 


Office Methods, Equipment, Personnel, and Purchasing 


Place and Time for Planning? 
IT IS TOO bad that office people 
tend to look on planning as an inter- 
mittent rather than a continuous op- 
eration, and one moreover which has 


In this Issue 


Volume XIII NOVEMBER, 1952 No. 11 


to be approached with a considerable How Long—or How Good? (Editorial)............ 19 
f formality as ace 
eS eee THE 1952 “OFFICE OF THE YEAR” AWARDS. .... . 21 
Like Moliere’s character who was Lever House 
astonished to find that he had been Award Winner for Large Office Division. 22 
talking prose all his life without , 
knowing it, many an executive would Prudential’s Southwestern Home Office 26 
secretly be surprised if told he was a Honorable Mention Winner...........-.- 
pretty good planner. United States Steel 
“Actually, you are planning all the Honorable Mention Winner.............. 30 
time,” Meyer Kestnbaum, president 
of Hart Schafiner & Marx, Chicago, The Sacramento Bee ae 
reminded a presidents’ round-table at Award Winner for Small Office Division. 34 
the American Management Associa- Pan American Life Insurance Co. 
tion’s general management confer- Honorable Mention Winner.............. 38 
ence in New York last June. “It is ‘ 
part of every conversation with your Toledo, Peoria & Western Railroad 
subordinates and with most outsid- Honorable Mention Winner.............-. 42 
ers.” : : 
Are You an Underpaid Executive?.................- 46 
Mr. Kestnbaum was amplifying his bana: By J. iid 
contention that there is a great deal 
of foolish mystery cast about the proc- Equipment Round-Up Ter Tae ee... eee ee ee oe 57 
ess of thinking and planning. : R : closets 
Productive ideas for the office more Tit mautie Ressatics date, epey 
often have their birth in the stimulat- * 
ing give and take of the day’s work 
than in thought set to a schedule. 
Published monthly by 
ee ANDREW GEYER, INC. 
ay). Member of Audit 212 Fifth Avenue, New York 10 
2 woe Murray Hill 9-4411 
° J 
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vise President and General ig Thomas 


a, James Miller, Walter . Kleinschrod, 
Associate Editors. 
Advertising Staff, New York: James E. 
Neary, Jr., Eastern Manager; Fred Steinhilber, 
ra B. Rosengren. Circulation: M. T. 
Manager. Production Department: 
Son V. Quirk, Manager; Milton a, > 
rr Manager. Art Director: Joseph H 


in possessions, Canada, Central and South Amer- 


Boston 16, 471 Statler Bldg. (Liberty 29677),  i¢2- Other countries $4 a fn ly co 


Meade & Co., E. P. Meade, Mer., A. C. Kretsch- 25¢- _ Copyright 1952 Kd 


Murray; Los Angeles 5, 2506 W. 8th th St. (Dun. 47# Buyer, and Sports Age. 
kirk 76149), Chris Dunkle & Associates; Edi- 


torial Representative: J. Richard lander; San Please give 60 days’ notification of any change 


Francisco 5, 681 Market St. (Douglas 2-2597), of your address. 
Alexander Rattray; Dallas 4, 2909 Maple Ave. 
(Randolph 3833), Joe Sanders. 


Geyer, 
‘ all rights reserved. publisher of Ceyer’s 
ig af Ip deg KO Belle Si._(Seate Topics Who Makes It an and Where, The Gift and 


Entered as second class matter September 20, 
1946, at Post = New York, under the Act 
of March 3, 


= a g » Sle 5, i ~_s ie oe aes) lll a 
ie 
a. ae iy Ty he 
St as 
“a . ier ; : 
~~) te 5s 
alin Boa a + ; o = ¢ 
, 22s a ay 
; allie Je . i 
— ae Be 
: ~ 
5 i ~ gi a 
<2 sa. Sn 
* % iiss 
. Ry ell > 
a . eed ee Ge 
_— eer = 
a hi eS e , 
. Ay ” ; 
: = + ac 
sy 7 = 
Pid , = _ 
i 
} ” 
i 
q 
- | 
| : 
i 
q 
’ 1 
| 
| 
: 
2, ' 
>| a , 
- . 
| ; 
1952 i 
5 
| 7 
ae ; : an ae Oe ie i et ; a sy Lh = re a eet: ea ted ve 
re oor 7 > 3 P on > % ay c i eh 7 — et ee - ee _ 
bt See Bh vie z = — See) et ee 4 4 a ah "a J 5 (ipa aes b 
* ae ~ == "ql Ln et: a wore a ae “aie. ’ i io. eget aa ae | 


for 
comfort | 


Model 18-A 
~ Cosco 
Executive 
 -$47-50. 


( $49.50") 


@ From stem to stern, the quality of 
COSCO Office Chairs is the very finest 
... yet they are priced far lower than 
anything comparable on the market! 
Lastingly constructed of steel, with six 
adjustments—made without tools—no 
other chair at any price has them all! 
Beautifully designed with large saddle- 
shaped seats, deep-padded with Fire- 
stone Foamex and upholstered with Du 
Pont ‘‘Fabrilite” in all popular office 
colors. Bonderized baked-on enamel 
finish. For your office . . . for employ- 
ees and visitors . . . get the BIG value 
in modern office chairs—COSCO! 


HAMILTON MANUFACTURING CORPORATION 
COLUMBUS, INDIANA 


*Zone 2: Florida, Texas, and 1] Western states. 


LUGED \\s\\- 


Good seating . . . in good taste 
. .is good business 


* » 


COSCO 5 iets 


| 
{ i 
‘ 4 i 
Model 15-F Model 20-A 
Secretarial Chair Arm Chair 
$29-95($31.00*) $27-59($28.50*) 


——— Mail coupon for full details. —-—— 3 


HAMILTON MANUFACTURING CORPORATION, 
Dept. D11, Columbus, Indiana 

Please send, without obligation, name of 
nearest dealer and complete catalog. 
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OFFICE MANAGEMENT AND EQUIPMENT 


TV PROMPTING DEVICE 
DEPENDS ON GIANT-SIZE 
UNDERWOOD TYPEWRITER 


Teleprompter, a television prompt 
ing device that gained wide recogni 
tion during the political conventions jp 
Chicago, depends for its effectiveness 
on a special Underwood electric type 
writer that produces characters 9 
times larger than those made with 
standard machines. 

In most telecast set-ups, two or thre 
prompters are placed close to fhe 
speaker, but just outside camera range 
The speech, typed on a paper strip, # 
drawn through each device at a speed 
which corresponds with the speakers 
rate of delivery. With proper place 
ment of the units, it is almost impog 
sible for a viewer to tell that a speak 
er is reading. 

Fred Barton, the Broadway acto 
who first conceived of Teleprompter, 
was initially stymied in developing ¥ 
by the lack of a speedy, accurate way 
to reproduce words which would ap 
pear big enough to read at a distanee 
Remembering a giant typewriter he 
had seen at the New York Worlds 
Fair, Mr. Barton approached the Up 
derwood people who had constructed 
this 14-ton writing machine. 


DESIGN OVER-SIZED TYPE 


J. A. B. Smith, Underwood Corp's 
commercial engineer, and W. F. Ar 
nold, vice-president, realizing the value 
of such a machine, got to work ona 
typewriter that would produce letters 
readable at distances up to 30 feet 
In designing it, they were first faced 
with the problem of constructing a con- 
cave type to strike evenly against the 
machine’s curved cylinder. Torsten 
Baudin, chief of Underwood's type- 
designing department at Hartford 
Conn., got the assignment and soon 
produced the over-sized type. Other 
construction details were left to W. J. 
Gove, chief typewriter engineer, who 
ultimately produced a machine that, de 
spite its size, still maintained all es- 
sential typewriter characteristics. 

The machine uses 1,760 feet of pe 
per in one loading. A _ special pin 
feed platen insures the accuracy and 
registration of the original and three 
carbons necessary for Teleprompter 
use. Special large ribbons, developeé 
in Underwood’s supply plant, are used 
in the typewriter to produce the clea 
block characters required. 

Teleprompter operators type @ 
about the same speed as average bus: 
ness secretaries, explained one spoke 
man for Teleprompter Corp., whith 
markets the device. He said that 
good typist can be trained to ty 
Teleprompter material with abot 
thirty minutes’ training. 

Since the conventions, which intte 
duced the device to politicians of bot 
parties, Teleprompter has been used 
regularly for TV news broadcasts, ai 
as a speaking aid for such video p& 
sonalities as Arthur Godfrey, F 
Sinatra, Garry Moore, Steve Allé 
and Ed Sullivan. 
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First Deck-Gide Machine for Copying any size Office Form 


Speeds Ordering, Invoicing, Production Control, 
Accounting, Purchasing, Shipping Reports! 


Now, for the first time, with the new Bruning COPYFLEX 14’s 
greater width—20 inches—you copy any office form in seconds. 

And the copy’s exact (no errors or smudges) . . . flat, dry, 
ready-to-use. No time-wasting manual copying. In 5 minutes 
anyone can learn to copy with COPYFLEX . . . usually the lowest 
cost way to quickly make 1 to 100 copies of practically anything 
drawn, written, typed or printed on ordinary translucent paper. 

No wonder typical COPYFLEX users are reaping savings! For 
example (names on request), COPYFLEX savesa life insurance com- 
pany $100,000 yearly via loan processing system ...a hardware 
Wholesaler $15,000 annually via order-invoice system ...a 
national merchandiser $25,000 in six months by cutting clerical 
work in half, producing invoices on time . . . and COPYFLEX 
speeds manufacturing, stops errors, for a large metal fabricator 
Via production control system. Mail coupon for full details. 
Charles Bruning Company, Inc., Teterboro, N. J. 


BRUNING ) 


Specialists in copying since 1897 


Copytlex 4 | 
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Of all desk-side copying machines— 
only COPYFLEX 14 gives you: 


20" width! Copies even 
© large reports, accounting 
sheets, etc. or two ordinary 
forms simultaneously, with no 
masters or stencils, no inks to 
soil hands. Separates and re- 
turns originals automatically. 


3 Copies of even opaque 
® originals or forms printed 
on both sides, using Bruning's 
exclusive Reflex Film. 


— — — CHARLES BRUNING COMPANY, INC. — — — 
Dept. T112, Teterboro, N. J. 


[_] Send me free booklet on COPYFLEX 14. 
[_] Show me copyFLex in action (no obligation). 


CAD. cdicassaccssebspcnus 
L — — — — OFFICES IN PRINCIPAL CES — — — — -! 
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ee eee 


No installation! No 

® fumes, so no exhaust ducts 
are needed. No darkroom, no 
special room lighting. The “14” 
is mobile, rolls to any work-site. 


4 Unequalled combination 
* of speed, volume, low- 
cost. Copies thousands after 
thousands of large or small, 
different originals daily, at an 
average cost of only 2¢ per sq. ft. 
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“T put one in to 


save arguments!” 


“You know how it is with piecework? 
Plenty arguments! 

“Every job hasa ticket, witha tag that 
the operator tears off when he is finished 
with his part of the job. He counts his 
tags at the end of the day, figures what 
we owe him. 

“‘We used to count the tags next day. 
And every payday there were some 
guys thinking they were gypped. Fine 
thing! So I had to get out each one’s 
tags, and count them while he watched. 

“*Then we hear about this Tickometer. 
It counts all the tags quick. We can tell 


= PITNEY-BOWES 


) Tickometer 


our production and payroll figures an 
hour after the shop is closed, instead 
of tomorrow. Saves a lot of time. 

“But mostly it saves arguments! A 
man turns in his,tags when he knocks 
off. If he wants to know the score, he 
hangs around a few minutes while Sally 
counts the tags with the Tickometer. 
Bingo—right answer! If anybody has 
a beef later, Sally finds his tags, lets 
him use the Tickometer. End of beef!”’ 

The Tickometer counts tags, tickets, 
labels, checks, currency, paper forms— 
quickly and accurately . ..at from 500 
to 1,000 items a minute—far faster than 
the most experienced manual counter. 
Gives total or partial counts on visible 
registers. If you want, it will imprint, 
code, cancel, or endorse items counted. 

The Tickometer saves effort and 
time, speeds records and accounting, 
in thousands of banks and business 
houses. Rented, never sold, it requires 
no investment. Call the nearest Pitney- 
Bowes office for a demonstration, or 
send the coupon for free booklet. 


PITNEY-BOWES, Inc., 
2909 Pacific St., Stamford, Conn. 


Send free illustrated Tickometer booklet to: 


POOR MANAGEMENT—NOT 

POST OFFICE—BLAMED FOR 

MOST MAIL SLOWDOWNS 

A statement that office managers 
should first straighten out their majh 
ing procedures before indulging jg 
criticism of the postal service, “how. 
ever justified that may be due to recent 
drastic reductions.” was voiced recent. 
ly by Elwood M. Davis, general sales 
manager of Pitney-Bowes Inc., Stan. 
ford, Conn. He spoke at Marquette 
University before the annual methods 
clinic of the Milwaukee, Wisc., chapter 
of the National Office Management 
Association, 

“Despite today’s drastically reduced 
postal service,” Mr. Davis said, “the 
vast majority of delays and mishand- 
ling in business mail is still due, not s0 
much to slower postal operations, as jt 
is to careless preparation of mail mat 
ter on the part of business people 
themselves — executives as well as 
clerks.” 

The postage-meter executive said his 
statement was neither a defense nora 
complaint, but added: “We owe it to 
our business, if not to the post office, 
to put our own mail rooms in order 
first. For example, how many busi 
nesses do you suppose have a regular 
standard of procedure for mailing at 
least three times daily, instead of once 
—when all of a city’s mail piles up on 
one vast end-of-the-day jam? And... 
how many times have we heard—and 
failed to heed—the old postal slogan 
‘Mail Early and Often’?” 


AMA OPENS 36-WEEK 
SERIES OF MANAGEMENT 
COURSES IN NEW YORK 

A series of management courses to 
be held repeatedly over a period of % 
weeks was opened in New York recent- 
ly by the American Management Asso- 
ciation. The full course consists of 
four 5-day units which will each be 
given at least six times more before 
the last session in June, 1953. 

AMA’s “schoolhouse” is atop the 
Hotel Astor, Times Square, New 
York. Its “faculty” is drawn from mat- 
agement throughout the United States, 
and changes with each successive unit 
of the course. According to AMA, ifs 
“students” likewise are seasoned exet 
utives from all parts of the country, 
and its courses are specifically planned 
“for the man who has had substantial 
business experience.” 

Unit 1 of the 4-part program deals 
with basic principles, skills, and tool: 
of management, and covers the current 
philosophies, creeds, and responsibil 
ties related to it, the qualifications * 
needs to do a good job, the “scientil- 
ic management movement,” and so 0. 
The second unit is concerned with 
planning and controlling, and concet 
trates on the establishment of objet 
tives, policies, and standards, and the 
organization and actual use of mal 


Name.. agement controls. Unit 3, titled “Or 

— Firm ganization Building,” covers the atttr 

“S Counting & Imprinting Machine butes, control, and use of managerial 

. .. offices in 93 cities in U. S. and Canada. Address. organization structure, while the find 
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CURL-LESS 


GREAT NAMES 
FOR SPARKLING 
PERFORMANCE 


Completely new! Entirely different! . . . and little wonder. 
M & V technicians asked thousands of users around the nation 
“What features do you want in carbon papers?” 


The result? A revolutionary carbon paper concept . .. papers as 
exciting to work with as they are lovely to look at. 


Slip-proof Miracle Tone curl-less back; amazing smudge re- 
sistance; clean edge, cut corner convenience; deep-down multiple 
copy ability; super durability; the ultimate in copy perfection. 


FOR SAMPLES! 


MITTAG & VOLGER, INC. Park Ridge, New Jersey 
I want proof! Rush samples immediately. 


I use a Regular (1) .Noiseless (]_ Electric (J 


MITTAG & VOLGER, INC. 


------------1 


Park Ridge, New Jersey é P . . } 
Sine Cotten tt and Inked Ribt typewriter and usually make copies. 
NEW YORK 7,N. Y. BOSTON 10, MASS. CHICAGO 6, ILL. hone 
261 Broadway 75 High Street 558 W. Washington St. halves 
KANSAS CITY 6, MO. SAN FRANCISCO 5, CALIF. LOS ANGELES 13, CALIF. ; : ¥ 
1013 Grand Ave. 591 Mission Street 406 So. Main St. City Zone. State. 
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FOGGED 


To get rid of that smoky, burned-out 
feeling—GO WASH YOUR FACE. 
Snap back to top efficiency with re- 
freshing soap and water and a brisk 
rub with a soft, absorbent cotton towel. 


Rub as long and as hard as you please. 


—you can always depend on cotton 
towels to give you that clean, fresh 
feeling. 


COTTON TOWEL SERVICE 


No investment required. Get com- 
plete service on a low-cost basis. 
Under "Towel Supply Service" or 
“Linen Supply Service" in the tele- 
phone book, you'll find your sup- 
pliers—call them today! 


WHAT PICKS YOU UP, PICKS UP YOUR EMPLOYEES. When you 
provide clean cotton towels, workers get added benefits from their rest periods. 
Watch efficiency, production, and morale climb when “Cotton Fresh-Up” is 


on the job. 


Linen Supply Association of America 
and NATIONAL COTTON COUNCIL 


22 W. MONROE ST., CHICAGO, ILL. 
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unit, “Appraising Results and Taking 
Action,” emphasizes methods of meas. 
uring an executive’s operating improve. 
ments, and ways in which control jn. 
formation can be used to improve 
over-all results. 

AMA requires that Unit 1 be com. 
pleted first, but permits enrollment jn 
subsequent units in any numerical 
sequence that may be conveniently 
scheduled. Registration fee for the en. 
tire course is $600—$150 per unit. The 
fee includes the cost of five luncheons, 
served each day midway through the 
8-hour sessions. AMA advises that 
registration must be accomplished in 
advance, and that the number of par- 
ticipants in each unit is limited. 

Enrollment applications should be 
addressed to the Director, AMA Man- 
agement Course, 10th floor, Hotel 
Astor, Times Square, New York. 

In addition to these courses, the as- 
sociation from time to time holds man- 
agement briefing sessions, conferences, 
and workshop seminars. It also main- 
tains a management information sery- 
ice at its New York offices, 330 W. 
42nd St. 


CORRESPONDENCE COURSES 
IN OFFICE MANAGEMENT 
OFFERED BY NOMA 

The National Office Management 
Association announced recently in 
Philadelphia the inauguration of a 
home study program in office manage- 
ment. The program, NOMA said, was 
developed specifically for office exccu- 
tives who find it difficult to include 
time for formal management training 
in their busy work schedules. 

Two management courses are cur- 
rently offered, one for executives, the 
other for junior executives. Other 
courses will be added later, NOMA 
said. Licensed by the State of Penn- 
sylvania, the “school” is open to 
members and non-members of the as- 
sociation in any part of the world. 

The two courses now available were 
prepared under the supervision of Dr. 
William M. Polishook, assistant dean 
of the Teachers College, and director 
of the department of business educa 
tion, Temple University, Philadelphia 
Aiding Dr. Polishook in developing 
the program were: Walter C. Crothers, 
Lever Bros. Co.; Joseph S. Donohiit, 
Container Corp. of America; Earl B 
Kurtz, Esterbrook Pen Co.; Richard 
W. Martin, Sharples Corp.; Miss Dor 
othy R. Masterman, The Philadelphia 
Bulletin; E. M. Robinson, Boston Uni 
versity; John H. Ruete, Minneapolis- 
Honeywell Regulator Co.; Charles H. 
Schroth Jr.; Dy-Dee Wash Inc., and 
M. E. Vogel, Hajoca Corp. 

Each course is composed of ten set 
tions dealing with specific office prob- 
lems: how to build an office force, 
how to select and maintain furniture 
and equipment, purchase and desig? 
of supplies, simplified methods of caf 
rying out office objectives, development 
and maintenance of standardization 
programs, and so on. Following com 


(To page 84) 
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“OFFICE OF THE YEAR” AWARD GOES TO LEVER BROTHERS COMPANY 


AGAIN THE WINNER IS 
SHAW-WALKER EQUIPPED 


... MAKING IT TWO FIRST PLACES IN THREE 
YEARS FOR “‘TIME-ENGINEERED” EQUIPMENT 


— 


WINS FIRST PRIZE from Office Management and Equip- the importance of this equipment, Lever Brothers Com- 
ment Magazine for the best office built during the past pany said: “A good factory is planned around the neces- 
12 months employing more than 500 people. The general sary machinery and processes to make the work easier 
offices of Lever House are 100% equipped with Shaw- for the people who do it. An office building deserves the 
Walker desks, chairs, filing cabinets, and tables—each same functional planning. More than just an architec- 
“time-engineered” to speed office work. Commenting on tural showplace, Lever House was built to work in.” 


“Built Like a 
Skyscraper” 
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“SPECIAL CONSIDERATION has been given to women 
workers; Lever Brothers Company announced upon 
the opening of their new building in New York. 
“Their desks have hooded lubrication, silent finger-tip 
operating drawers, and rounded corners to prevent 
any snagging of clothing. We think that every office is 
a pleasant place to be, and a better place to work” 


FREE BOOKLET ON SPEEDING OFFICE WORK 


Shaw-Walker Co., Dept. OM 
405 Lexington Ave. 
New York 17, N. Y. 


Please send me a free copy of your 36-page 
booklet packed with ideas for stretching of- 
fice time. 


GHAW-WALKER |<. 


STREET. 


Largest Exclusive Makers of Office Furniture in the World 


Executive Offices at Muskegon, Michigan CITY. ZONE........ a —_ 
Branches and Dealers in All Principal Cities 
OFFICE MANAGEMENT AND EQUIPMENT ll 
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OFFICE MANAGEMENT aud Equipment 


_is the Only Independent magazine edited exclusively 
0 are responsible for the 


ment, stationery and 


tor office executives wh 
purchases of office equip 


Through this magazine, going regularly to a 100% 
interested audience of 4260 Presidents. General 
Managers, Treasurers, Comptrollers, Purchasing 
Agents: 6740 Office Managers, Accountants, Audi- 
tors, Methods Supervisors, Chief Clerks, etc., you 
can use 12 monthly page advertisements at less than 
half the cost of a single page in some of the general 
weekly publications. 


The editorial ability of 
OFFICE MANAGEMENT and EQUIPMENT to provide the 
kind of information wanted by office executives everywhere is 


generally recog nized - More and more advertisers are now finding—to their satisfaction 


and profit—that_ this magazine is a direct line of communication to 
the office executives of Big Business . . . that whether they sell direct 
or through dealers, they can sell these large volume users most 
easily through the one magazine that is edited to resolve their prob- 
lems and circulated exclusively to them. 


... There is no other magazine that takes its place. If you haven’t 
yet discovered the force and economy of this publication, you ought 
to 7! so now. A request will bring you sample copy and advertis- 
ing data. 


—_— eee ee 
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BOOKS AND PAMPHLETS 


EE 


With oil playing a universal part in 
modern commerce and industry, there 
will be many people interested in a 
new book, The Oilmen, published by 
Rinehart & Co., Inc., New York than 
those directly or indirectly connected 
with the oil business. 

The Oilmen is primarily a picture 
book, featuring a large number of dra- 
matic photographs taken by Thomas 
Hollyman, former photography edi- 
tor of Holiday. These pictures, and 
text by Charles Parker, open up new 
yistas for the layman on the complete 
set-up of the oil business, from loca- 
tion of the fields to the last step in the 
processes which put oil and its prod- 
ucts and by-products at the service of 
people the world over. 

Incidentally, the men and women 
posing for the pictures in this book 
were all employees of Shell Oil Co. 


Handbook of Tax Techniques (Pren- 
tice Hall, Inc., 70 Fifth Ave., New 
York, 1,225 pp., $15), provides time- 
conscious businessmen with quick ad- 
vice on most every tax question that 
might confront them. Sixty-one tax 
consultants, each a specialist in his 
particular branch of tax work, have 
written the 61 chapters which make 
up the four sections of the volume. 
Each chapter employs a “how-to-do-it” 
technique; many are illustrated with 
charts and diagrams. Suggested steps 
to meet any tax situation are support- 
ed with numerous legal citations and 
digests of cases. 

Editor J. K. Lasser has grouped his 
material under four headings: 1) how 
to organize and reorganize a business, 
2) how to operate a business, 3) how 
to make property sales and exchanges, 
and 4) how to get economy with indi- 
viduals’ taxes. In these sections, busi- 
nessmen can turn to chapter-by-chap- 
ter suggestions on the sale and ex- 
change of securities, for example, or 
on mortgage settlements and fore- 
closures, depreciation, depletion, bad 
debts, and the like. 

Other chapters deal with ways to 
select an accounting period, convert 
a partnership to a corporation, organ- 


the growth of America from the turn 
of the century, the study analyzes the 
effects of daily events on the success 
or failure of business. 

With but slight variations since 
1900, trends in civilian population and 
the number of business concerns have 
closely paralleled each other, the study 
says, although the rate of increase for 
the business population has been 
greater than for the general civilian 
population. Commercial failures, 
nevertheless, have tended to reflect 
the “pull and tug of short-term influ- 
ences on the economy,” the study 
points out, despite the general upward 
direction of economic indicators like 
business and civilian population. [ol- 
lowing are other facts found in the 
study: 

Three-fourths of all 1951 failures 
had dollar liabilities of less than $25,- 


000. Although the bulk of failures 
involved liabilities of less that’$25,000, 
the twenty failures that occurred in 
the million dollar category had more 
than seven times the dollar liabilities 
of the 1,832 failures involving less than 
$5,000. 

In 1940, 9.7 per cent of all business 
failures reported in the United States 
were located on the Pacific Coast. By 
1951, reflecting the expansion of West 
Coast industry, 23.8 per cent of all 
failures were taking place in that re- 
gion of the country. Failure rates in 
every other region were smaller in 
1951 than they were in 1940. 

If a concern is destined to fail, it 
usually happens in the first five years 
of operation. Statistics for firms that 
failed in 1951 show 63.2 per cent had 
been in business for five years or less. 
Actually, the greatest amount of fail- 


all carpeting 


for LEVER HOUSE 


the Contract Division 


of M8! SLOANE 
supplied and installed — 


ize a tax-exempt company, use pen- 
sion and profit-sharing plans to reduce 
taxes, conduct business in foreign 
countries, value property, and cut per- 
sonal income from interest. 


Carpeting on Executive floor gives sculptured effect by 
means of twist and straight yarns woven in two pile 
heights. Sloane's used o variety of carpets and weaves ... 
all especially designed and woven .. a diversity of 
colors and color combinations. 


pecans | also supplied 
especially designed 
desks ‘or Lever House 


Although the United States has wit- 
Messed in the past half-century a 
Period of tremendous business expan- 
sion, the American economy has never 
been without a substantial number of 
business failures. Over 8,000 commer- 
cial failures occurred last year. Since 
1900, American business has suffered 
each year an average of 76 failures for 
every 10,000 concerns. 

These statistics are part of a 32-page 
study, Commercial Failures In An Era 
of Business Progress, 1900-1952, just 
completed by Dun & Bradstreet Inc., 
9 Church St., New York. In tracing 
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It’s another demonstration of quality . . . 
service .. . and Sloane’s leadership in 
floor coverings for over 109 years. Leadership in floor coverings, indeed . . . 
but also for executive furnishing of every type ... for interior design .. and 
decorations . . . you can come to Sloane’s with confidence that your business 
interiors will be outstanding in every respect. 

Write to us today about your furnishings problems. 


was SLOANE CONTRACT DIVISION 


575 FIFTH AVENUE, NEW YORK 17, N. Y. 
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Federal designs and prints forms to aie 
solve your business problems. 

We specialize in complicated carbon- 
interleaved sets of all sizes and 
combinations of sizes. And because 
we use only the fastest, most modern 
machines available, you can depend : 

on us for finer precision-printing — ee + -~57ax) "3522 
and prompt delivery. Federal prices . ars: || ff) Tt 
are attractive. Why not have us IL 


aif 


quote on your next job? l 


FREE FORMS FOLDER Federal Business Products, Inc. 
DEPT. A 
90 Gold Street, New York 38 


Send me your free illustrated folder, “Short Cuts in 
Business Forms” 


NAME___ 


i 


FEDERAL 


business Products, me. 90 Gor st. . New YORK 38 * CO 7-8850 


PRINTERS OF BUSINESS FORMS SINCE 1926 
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BOOKS AND PAMPHLETS 
(Continued) 


ures that occurred in 1951 were among 
firms established in 1949 and 1950, 

Nine per cent of all 1950-51 com. 
mercial failures checked by Dun & 
Bradstreet had failed before. Repeat 
failures were higher among manufac. 
turers than among other categories of 
business. 

Failure rates during the six years 
following World War II were much 
lower than during the six years fol- 
lowing the Civil War and World War 
I. Since V-J Day, the highest failure 
rate occurred in 1949 when 34 out of 
every 10,000 concerns failed. This 
compares with the high points follow- 
ing the other two wars—83 per 10,000 
concerns in 1870, and 120 per 10,00 
in 1922. 

According to Dun & Bradstreet, the 
underlying reasons for business failure 
“were directly related to various forms 
of inexperience and incompetence on 
the part of the man behind the counter. 
Both these reasons were evidenced by 
the inability of the proprietor to avoid 
conditions which resulted especially in 
inadequate sales, inventory difficulties, 
excessive fixed assets and competitive 
weakness.” 

The study is available at ro cost 
from Dun & Bradstreet. 


The Punched Card is a new publi- 
cation centering on the application of 
tabulating cards and equipment, and 
the techniques of utilizing them. The 
editor is D. A. Talucci, 509 Francis 
Palms Building, Detroit, Mich. 


What makes some labor unions 
“good,” others “bad?” To the General 
Electric Co., the answer is largely a 
matter of the “voluntary” or “com- 
pulsory” nature of the union—whether 
union membership and dues-paying is 
forced on employees, or whether they 
can join or not as they choose. 

In a folder prepared by its employet 
and plant community relations depart- 
ment, 570 Lexington Ave., N. Y., G-E 
outlines its opinions of organized la 
bor. Titled Freedom or Force—Vol- 
untary or Compulsory Unionism?, the 
folder opens with this comment: “Lots 
of employees have proved they don't 
want to join unions. That’s their right 
—just as they have the right to join 
Forcing them to join and pay ducs— 
or else lose their jobs—takes away this 
basic freedom, and makes them pay 
for something they don't want and 
think isn’t worth the money.” 

Then, in a question-and-answer sec 
tion, G-E explains its views on twelve 
related issues. The company feels, 
for example, that many union officials 
favor compulsory unionism to further 
their own ends, rather than those of 
employees generally; that company 
officials who “buy labor peace cheaply” 
by agreeing to modified compulsion, 
do so “at the expense of the freedom 
and money of their employees”; that 
it is not only the worker, but the em- 
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How can you meet the rising costs of office work? 


6000 metal business 
furniture is @ 
600D investment 


@GF Co. 1952 


— PRODUCTIVITY of any group of 
employees depends on the human 
energy they apply to their work and 
the tools they are given to use. 

The amount of human energy so 
spent can be influenced very slightly 
by management. 

Therefore, the answer to rising 
costs must be found in the use of 
better tools, better methods, better 
surroundings. These factors are under 
the control of management as evi- 
denced by the practices followed in 
our factories for many years. 

It costs any company at least 
$3,000 a year per employee — for sal- 
ary, floor space and overhead —to 
operate its office. In an office of only 
10 employees, this means $300,000 
over a ten-year period. 

For only one or two per cent of this 
fixed expense, you could outfit your 
office with the finest, most modern, 
most efficient metal business furni- 
ture, plus the best in lighting and 
decorations. 


1902 


Yet experience shows that good 
metal business furniture alone, such 
as Goodform adjustable aluminum 
chairs, Super-Filer mechanized filing 
equipment, Mode-Maker and 1600 
Line desks can increase productivity 
anywhere from 10 per cent to several 
times that amount! 

In addition, the attractive and 
pleasant appearance of offices so 
equipped provide the intangible val- 
ues of improved employee morale 
and greater customer prestige. 

The purchase of good metal busi- 
ness furniture should be decided upon 
—not on the basis of first cost — but 
on the basis of what it will do to 
bring a greater return on your fixed 
expense for salary, floor space, and 
overhead. 

Call your local GF distributor 
today or write The General Fire- 
proofing Co., Dept. O-11, Youngs- 
town 1, Ohio, and find out why Good 
Metal Business Furniture can be a 
Good Investment for your office. 


1952 


FIFTY YEARS OF PROGRESS 


GENERAL FIREPROOFING 


Foremost in Metal Business Furniture 


MODE-MAKER DESKS - GOODFORM ALUMINUM CHAIRS + METAL FILING EQUIPMENT - GF STEEL SHELVING 
OFFICE MANAGEMENT AND EQUIPMENT 
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BOOKS AND PAMPHLETS 
(Continued) 


ployer and the public as well, “who 
really (pay) the bill” for compulsory 
unionism. 

At one point the folder asks: “Is 
G-E against employees becoming 
union members, or against employees 
paying union dues?” G-E’s answer: 
“No. Employees at G-E are free to do 
fms they wish. Where any employee 
wants us to withhold his union dues 
and pay it directly to the union, we do 
so. We also stop deducting the union 
dues of any employee who so directs 
us.” 

The final question reads: “What 
does G-E think is the right position 
to take on compulsory unionism in any 
form?” ‘Their answer: 


“Employers should not be a part to 
or consent to any form of compulsory 
unionism, ... 

“Employees— both members and 
non-members of unions—should fight 
to retain their priceless right as free 
men to decide for themselves — when- 
ever they want to—about union mem- 
bership. 

“Union officials who really believe 
in unionism as a benefit to employees 
shou'd be confident, willing and even 
anxious to sell the idea of union mem- 
bership to employees who are not 
union members—and keep it sold to 
members —but respect the right of 
these employees to decide for them- 
selves, individually, whether they want 
to join or stay in a union or not. 

“Government should promote the 
freedom of its citizens rather than en- 
courage the limitation of it.” 


ASIGN POSTof QUALITY 


in boxed typewriter papers 
and other office supplies 


Stationers who sell Neenah Boxed 
Typewriter papers and display the Authorized Neenah Dealer 
seal have a quality trade. This is shown by the fact that Neenah 
makes only the finest typewriter papers, containing 25% to 
100% new cotton fibers, tub-sized and loft-dried to produce 
a luxurious writing and typing surface. Quality buyers go where 
quality products are sold . . . and quality products are stocked 
only when discriminating buyers demand them. 
This is the simple business fact back of the statement that 
the seal of an Authorized Neenah Dealer is a sign post of 


quality in office supplies. 


NEENAH BOXED 
TYPEWRITER PAPERS 
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NEENAH PAPER COMPANY, Neenah, Wisconsin 
OFFICE MANAGEMENT AND EQUIPMENT 


The folder, part of a series of G-E 
publications cumulatively titled Gen. 
eral Electric Commentator, is ayvaif- 
able free by writing the company. 


A new booklet, Tips for Typists, and 
a 30-minute 16mm sound film, Better 
Typing—at Your Fingertips, were in- 
troduced recently by L. C. Smith-Co. 
rona Typewriters Inc., as_ teaching 
aids for the not-too-efficient typist. 

The booklet is filled with tricks typ. 
ists can use to speed their work—how 
to correct errors at the bottom of a 
page without throwing it out of align. 
ment; how to insert a dozen papers 
and carbons into the feed roll without 
making a crumpled mess of all twelve 
sheets; how to use half-spacing to 
neatly insert a letter in a word. It 
offers short-cut hints on typing en- 
velopes and postcards, pulling sheets 
from the carriage, separating carbons 
from copies, punctuation, tabulation, 
and so on. 

The film features demonstrations by 
Norman P. Saksvig, former world’s 
professional typing champion. Mr. 
Saksvig illustrates six steps designed 
to increase speed and accuracy, and 
in personable style contrasts bad habits 
with good typing technique. In one 
sequence he runs through a speed test 
at the rate of 175 words per minute. 
Details of good technique are present- 
ed in slow motion. 

Showings of the film can be ar- 
ranged by contacting Modern Talking 
Picture Service Inc., 45 Rockefeller 
Plaza, New York. There is no charge, 
except for transportation. L. C. Smith- 
Corona’s booklet is likewise free, ob- 
tainable from their main offices at 701 
E. Washington St., Syracuse, N. Y. 


The Univac, newest in a line of elec- 
tronic computors that began with the 
Eniac and Binac, and the family of 
auxiliary devices that work along with 
it, is described in a 20-page booklet 
called Univac Fac-tronic System, pub- 
lished recently by the Eckert-Mauchly 
division of Remington Rand Inc. 

The booklet defines Univac Fac- 
tronic as a “complete electronic sys- 
tem for processing both numeric and 
alphabetic data without special cod- 
ing.” According to a spokesman for 
Remington Rand, the Univac is fed 
data directly, through a “Unityper”— 
a machine that converts letters and 
numbers to pulses on a magnetic tape. 
Information is entered by means of a 
standard typewriter keyboard. A print- 
ing unit may be attached to enable the 
operator to check material being fed 
onto the metallic tape. 

Basic to the Univac system are 
“memories” of two types: the tape 
mentioned above, and a mercury delay 
line. A tape 1,500 feet long, the book- 
let says, can hold in magnetic code 
1,440,000 digits or characters, while 
the mercury delay line—the com- 
putor’s internal memory—is designed 
to “remember” 12,000 characters at 
one time. 

Univac’s applications, 


(To page 89) 
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the booklet 
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HOLOPHANE COMPANY, Ne, 02 Madison Avenue, \ York, W. Y. 


THE HOLOPHANE COMPANY, LTD., The Queensway, Toronto 14, Ontario | 


VOLUME 12, NUMBER 2 OCTOBER, 1952 


pes THE LEVER HOUSE AT NIGHT 
od- §' Almost three miles of Holophane conTROLEs- 
for cent* lighting in a famous tower “of sleek metal 
We and glass excitement”! 


of a working. 


int- for living. 


elay _j 


hile Reproduced above is the front 
om- cover of a 4-Page Brochure which 
contains pertinent information re- 
garding the lighting of the new 
Lever House. Yours for the Asking. 
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This building is designed for living while 
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It is fitting that it should also be lighted 


Lighting Authorities Since 1898 * 342 MADISON AVENUE, NEW YORK 17.N. 
THE t 
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Try this for two minutes! 


Just close out those distracting noises 
for two minutes. Footsteps, voices, 
buzzers, machines. All the annoying 
noises that threaten the efficiency and 
productivity of offices, workrooms or 
other business quarters. 

Enjoy the peace and quiet that 
can be yours with Bigelow’s Cushion- 
lok. The new acoustical carpet that 
absorbs up to 90% of floor noises and 
helps deaden other echoed sounds. 

It is not unusual to find that Cush- 
ionlok insulates and absorbs sound so 
effectively that often no further acous- 
tical treatment is necessary. 

Bigelow’s Cushionlok can be in- 
stalled while “‘business goes on as 
usual.” It requires no cushion lining 
—the rubber cushion is built-in. It 
can be laid directly on concrete or 


any-type floor. It can be cut in any 
shape, matched, pieced and even re- 
laid, if necessary. 

When you realize how this hand- 
some, practical carpet combines im- 
pressive good looks with the func- 
tional properties of sound absorption 
—you’ll agree Bigelow’s Cushionlok 
is the best floor covering for offices, 
stores, banks, hotels, etc., where 
there is noise and traffic. 

For a sample of Bigelow’s Cush- 
ionlok, write on your business sta- 
tionery to Dept. A, 140 Madison 
Avenue, New York 16, N. Y. 


woe 4 ak ag 

BIGELOW’S CUSHIONLOK ab- 
sorbs up to 90 % of floor noises 
and helps deaden other sounds. 


Bigelow Rugs and Carpets 


Leaders in the development of home and commercial floor covering since 1825. 


Bigelow sales offices are located in the following strategic cities: Atlanta, Ga.; Baltimore, Md.; Boston, Mass.; 
Buffalo, N. Y.; Chicago, Ill.; Cincinnati, O.; Cleveland, O.; Columbus, O.; Dallas, Tex.; Denver, Col.; Detroit, Mich.; Hartford, 
Conn.; High Point, N.C.; Indianapolis, Ind.; Kansas City, Mo.; Los Angeles, Calif.; Milwaukee, Wisc.; Minneapolis, Minn.; New 
York, N. Y.; Philadelphia, Penna.; Pittsburgh, Penna.; St. Louis, Mo.; Salt Lake City, Utah; San Francisco, Calif.; Seattle, Wash. 
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EDITORIAL 


Ewing Galloway, N. Y. 


How long—or how good? 


IN THESE TIMES when a craving for “security” seems to be replacing ambition 
for advancement among many young people, it would be well in handing out 
the pins and other tokens with which business likes to mark anniversaries of 
employment to emphasize that these and other more substantial rewards are 
not for mere survival in an organization but for growth of ability in serving it. 

A fifth, or tenth, or twenty-fifth anniversary ought not to mean just good luck 
in escaping the axe for a relatively long period of time, but continued advance- 
ment in value to the employer. The young men and women to whom manage- 
ment looks for tomorrow’s executives must be encouraged, and if necessary, 
prodded to fit themselves for constantly increasing responsibility—-made to un- 
derstand clearly that while there will always be a supply of routine jobs at rou- 
tine salaries open to them, the really worthwhile jobs are attainable only by 
those who can demonstrate the courage and ability to handle them. 

ls management tending to be harmfully paternal in its attitude toward em- 
ployees, even toward those it counts upon for replenishment of its own ranks? 
The advertisements which used to say “Bright boy wanted; good opportunities 


. oT, Ee 


4 for promotion” are not in fashion any more; we are more likely to say something 
like “Steady work, good pay, pleasant environment,” and go on to talk-of our 
25. pension plans. A good parent is never the one who coddles his children right 
on into maturity; he dares even to ‘be stern in awakening in them as early as 
; possible the spark of ambition and the sense of responsibility which must be 
: united with it for best results. 
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Accent on People 
In line with a trend which has grown stronger each year recently, 
today’s pace-setting offices are increasingly solicitous of the comfort 
and well-being of all those who work in them. The influence of 
environment on efficiency has attained practical recognition. Above, 
a lounge room at Lever House. 
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” Office of lhe Year” 


IN the pages immediately following, in pictures and 
text, are the stories of the six offices honored in the 
1952 “Office of the Year’ Awards, based on the re- 
sults of the poll taken annually by Ofricek MANAGE- 
MENT AND EQUIPMENT among members of the Ameri- 
can Institute of Architects, American Institute of 
Decorators, and the Association of Consulting Man- 
agement Engineers. 

These are the offices adjudged outstanding with 
respect to design, layout, and equipment among the 
new American offices completed in the year ending 
June 30, 1952. They will serve as an inspiration to 
all who are concerned with the never-ending task of 
improving the efficiency of the office, representing 
as they do the practical end result of the best current 
study, planning, and accomplishment in the field of 
office creation. 


AWARD WINNERS 


For offices employing more than 500 persons: 
Lever House, New York 
(Architects: Skidmore, Owings & Merrill. 
Designers: Raymond Loewy Associates) 


For offices employing less than 500 persons: 
Offices of the Sacramento Bee, Sacramento, Cal. 
(Architects: Dunbar Beck; Lockwood Greene 
Engineers Inc.) 


HONORABLE MENTION 
For offices employing more than 500 persons: 
Southwestern Home Office, Prudential Insurance Co. 
of America, Houston 
(Architect: Kenneth Franzheim) 


Offices of United States Steel, Pittsburgh, Pa. 
(Architects: Harrison & Abramovitz, and 
William York Cocken) 


For offices employing less than 500 persons: 
Offices of the Pan-American Life Insurance Co., 
New Orleans 
(Architects: Skidmore, Owings & Merrill and 
Claude E. Hooton) 


Offices of the Toledo, Peoria & Western Railroad, 
East Peoria, III. 
(Architects: Hewitt and Bastian) 
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1,404 sealed windows 
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beautiful, efficient clean-cut 


FROM AN EXECUTIVE'S VIEWPOINT, the airy 
glass-walled offices of Lever House, New York head- 
quarters of Lever Bros. Co., must seem the epitome 
of calculated efficiency, a work place that harmonizes 
good planning and design, coloring and light, furni- 
ture and equipment into a single shining masterpiece. 
For an architect or designer, the offices are a masterly 
blend of utility and art. For employees, they make an 
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attractive, friendly, comfortable place which effective- 
ly dispels that spiritless, common “just-another-day- 
at-the-office” feeling. 

Lever House was conceived on the drawing boards 
of Skidmore, Owings & Merrill, architects and engi- 
neers; its interiors were designed by Raymond Loewy 
Associates, New York: A bold, sleek steel-and-glass 
edifice that soars to a height of 306 feet above the 
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stylish sidewalks of Park Avenue, Lever House has 
prompted one architect to term it “the essence of 
modern architecture.” Though occupied just seven 
months, it is already an accepted landmark to Ney 
Yorkers—another “wonder” in a collection that jp 
cludes Rockefeller Center, the Empire State Building 
and the UN Secretariat Building. 


By now the building’s unique features are familiar 
across the nation, and have no doubt been extolled 
in foreign periodicals of every continent. Its all-glag 
exterior, its elimination of a ground floor on three of 
its sides, its unique window-washing apparatus remaip 
topics of popular conversation. But while Leve 
House is in one sense a shiny $6,000,000 advertisement 
for its owners, it is also an office building in wh 
practical principles of economy, efficiency, and em 
ployee well-being determined nearly everything. 

Glass was chosen as an outer covering because itis 
easy, inexpensive to clean, it admits a maximum @ 
light, and is the cheapest of solid building materials 
Its bluish tint filters out 35 per cent of the sun’s heat 
putting less strain on the air-conditioning system. 


The building has no ground floor stores becaug 
shopping traffic in the area was known to be light 
Stores would need basement areas anyway, whid 
Lever felt could be better used for storage space and 
a 50-car garage. 

Inside, too, stress was placed on efficiency. Eleva 
tors, rest rooms, other mechanical facilities are con- 
fined to a single area, minimizing heavy traffic. An 
electric conveyor pops out baskets of mail at each 
floor, ending trips to the mail room. The conveyor 
makes a complete circuit every eight minutes. 


Desks were designed especially for Lever offices 
None are more than 25, feet from a window, and their 
glareproof beige color—called Lever House beige— 
harmonizes with the blue sunlight shining through. 
In all, over 28 carloads of new desks, chairs, tables 
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COM Lew-cost lunches are served in bright, modern cafeteria which adjoins sun-deck. Executives have own dining room 


each} and files were installed. It represented the largest overlooks Park Avenue, a landscaped patio, and a 200- 
eyor} single installation in any office by one manufacturer seat auditorium where film showings, demonstrations, 
this year. There are also five miles of fluorescent and meetings of all types are held. 
fices,) ‘tubing in the building, producing 40 footcandles of In the private offices, choice of colors and decora- 
heir light per desk. tions was left largely to executives’ individual taste. 
ge- Lever’s 1,200 employees, most of whom are women, _—_ Upholstery, drapery fabrics, and pictures were related 
ugh have access to a sunny cafeteria in which the entire to “color-keyed” carpets they selected, though desks 
ble, | “ff can be fed within two hours, a spacious lounge _—_ and wall cabinets are a uniform dark walnut. 
with play tables and comfortable sofas, a terrace which (To page 96) 


Pre-employment physical examinations are given in this second-floor medical department clinic 
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Prudential stresses sound 


employee 


Honoratle Mention 


for offices employing 
more than 500 persons 


“TO OPERATE most efficiently, and to the best ad- 
vantage of everyone, we have learned that we must 
be part and parcel of the community or area we 
serve,” Carrol M. Shanks, president of The Pruden- 
tial Insurance Co. of America, said earlier this year. 
“The nation has grown too diversified for us to con- 
tinue to administer our business from one central 
point. People, not statistics, are at the heart of our 
business. We must stay close to the people.” 

Mr. Shanks’ words are the essence of a major Pru- 
dential program that has had currency since 1948— 
administrative decentralization. That year the West- 
ern Home Office of The Prudential was opened in 
Los Angeles. Since then, a Canadian Head Office has 
been established in Toronto (1950), followed by the 
great Southwestern Home Office, in Houston, Texas, 
honored last month in the 1952 “Office of the Year” 
Awards. Last September, the projected Mid-America 
Home Office had its ground-breaking ceremonies in 
Chicago, and other Home Offices are planned for 
the future. 

But while the Southwestern Home Office represents 
another step in the evolution of this great program, 
the building itself exemplifies the fullest development 
of the liberal view in employee relations, while en- 
thusiastic press notices on a national scale and lively 
interest on the part of the Houston public show what 
a valuable by-product has been derived public rela- 
tions-wise. 

The site of the Southwestern Home Office of The 
Prudential is twenty-seven and a half acres in Hous- 
ton’s South End, about four miles from the downtown 
area. Full use has been made of this tract. The 18- 
story building, surrounded by tree-studded terraces 
and drives, occupies the north half of this rectangular 
tract. The other half is given over to parking space 
that can accommodate more than 700 cars, 100 under 
covered carports. (To page 28) 
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relations 


The Southwestern Home Office, a new landmark in Houston 


A Peter Hurd mural, a chip off the famous Rock, and 4 
beautiful rotunda are features of the lobby 
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Executive reception area 


Notice the functionally designed eq 
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The large machine accounting area of the Southwestern Home Office is well lighted. 


The vice-president’s office 


uipment to speed the work 
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Directors’ room at Southwestern Home Office of The Prudential 


The whole effect suggests a beautifully laid out re- 
sort hotel rather than the sectional headquarters of 
one of the world’s biggest insurance companies. 
Adding to the resort atmosphere is a generously pro- 
portioned swimming pool for the employees and a 
patio of luxurious dimensions furnished with lounge 
chairs and tables. A large marquee flares out from 
the building and shades part of the patio. Across the 
driveway from the pool are two tennis courts, also 
for the employees. 

Thus does The Prudential implement its policy of 
planned recreation for the employees, a policy that 


A typical executive's office 
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has “fostered employee contentment and well-being 
which are the keys to efficiency.” 

Azaleas are planted around a forecourt in front of 
the building’s main entrance, and a classic statuary 
group representing the American family, done by 
Wheeler Williams, internationally famous sculptor, 
adorns the fountain and pool in the center of the 
forecourt. 

The building, designed by Kenneth Franzheim, 
Houston architect, combines beauty with efficiency. 
It is 318 feet high, the tallest structure in Houston's 
South End, with an approximate area of a half- 


One of the three parking areas 
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Women’s lounge, with the swimming pool in the background 


million square feet. Mr. Franzheim is nationally 
known for other buildings he has designed in New 
York, Washington, and Houston. 

Mr. Franzheim, the company’s planners and the 
builders, the W. S. Bellows Construction Corp., of 
Houston, combined their talents to produce a build- 
ing that is well fitted for insurance operations. Years 
of experience have given this great company all the 
answers to questions of insurance company adminis- 
tration, operation and work flow. But future expan- 
sion and possible reorganization is anticipated by the 


(To page 97) 


A view of the patio and swimming pool 
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525 William Penn Place, 

Pittsburgh, where 

U. 5. Steel has 
thirty floors 


Sparkling 


new home for 


U. S. Steel 


30 


Sffice of lhe Year 


Honoratle Mention 


for offices employing 


more than 500 persons 
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SIGHT-SEERS in the Pittsburgh area, journeying 
downtown for their first view of the new 525 William 
Penn Place Building, have no trouble finding their 
way to it. The 41-story structure is visible from al- 
most every point in the downtown area—the first to 
be completed of a group of five buildings that effect 
a major change in Pittsburgh’s business skyline. Har- 
rison & Abramovitz of New York, in association with 
William York Cocken of Pittsburgh, were the archi- 
tects. 

Five-twenty-five has simple lines, a straight-up-and- 
down building with stainless steel spandrels for its 
only major exterior design feature, and that note of 
simplicity is carried right on into the offices of United 
States Steel. Whether it be a reception area, the great 


— 


a 


Lobby at 525—modern design with a bare steel motif 
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Office of Benjamin Fairless, 


main lobby of the building leased by the company, 
for the office of Benjamin F. Fairless, president and 
chairman of the board, the decorations give the 
viewer an impression of quality and simplicity. that 
is bound to find favor with the great majority of 
visitors and employees. Drapes of pleasing design 
hang in simple straight folds. Floor covering design 
is restrained yet cheerful. Even the directors’ room 
seems to have been designed with the comfort of its 
users the prime consideration and is entirely without 
frills. Yet as one stands in this great room, he is 
struck by its atmosphere of quiet dignity. 


United States Steel uses thirty floors in 525, gather- 
ing in 3,200 employees that were once the occupants 
of ten United States Steel office locations in Pitts- 
burgh. The other floors are occupied by the Mellon 
National Bank & Trust Company, and T. Mellon & 
Sons. Based on United States Steel’s total net area 
of 515,000 square feet, the per capita space allowance 
averages 160 square feet. In the case of clerical em- 


An executive reception area. 
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Mailroom employs 45 workers, some part-time 


ployees, the average is 105 square feet per person. 1t 
was pointed out that this generous allowance isn’t 
essential since the building is completely air-condi- 
tioned. Actually, the 105 square feet figure is based 
on no preconceived notion as to what the employee 
ought to have space-wise. Rather, it was the happy 
result of space allocations based on functions of de- 
partments and divisions of the company. By this 
method of reckoning, persons are not slighted, ‘but 
equipment and machines that are equally vital to 
the function of the department are given proper con- 
sideration for space. 

Interested persons can see that this situation rep- 
resents a sort of hidden reserve in the event of sudden 
expansion of a department—limited, it’s true, but 
nevertheless available. However, facilitating future 
expansion or organizational re-arrangement is the 
utilization of moveable steel partitions on every office 
floor with the exception of the executive floor, while 
still another example of thoughtful pre-vision was the 
laying of tile flooring beneath carpeted floors against 
the time when organizational changes or depart- 
mental growth might cause executives’ offices to be 
dismantled and placed elsewhere. 

United States Steel employees have their own ele- 
vators—six cars in each of three banks serve these 
floors. The shafts are in the center of the building with 
freight elevator shafts, the main air-conditioning 
ducts for the building, washrooms, and United States 
Steel's mail conveyor system, shafts for which are part 
of the building’s design. 

The conveyor serves all United States Steel floors. 
It handles tub-like carriers which are designed to be 
caught and ejected by electrically controlled fingers 
Operating off the conveyor chains. A dispatcher in 
the mailroom can send a tub of mail to any floor 
merely by making a dial setting for that floor and 
“launching” the tub onto the system which is in mo- 
tion throughout the day. Conversely, the tubs, filled 
with outgoing mail, can be sent to the mailroom in 
the same way. Office supplies and books from the 
company library are delivered over this system, too. 
Mail delivery on the different floors is handled by 
girls who load it onto specially designed stainless 
(To page 100) 


The telegraph switching center atop 525 


Checking documents in the microfilming center 
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New home of McClatchy Newspapers and the Sacramento Bee 


Sacramento Bee building — 


model quarters 


for newspaper 


A BLOCK long steel and concrete building is the new 
headquarters of the McClatchy Newspapers in Sacra- 
mento, California, and the home of the Sacramento 
Bee, a McClatchy paper that has watched and rec- 
orded the passing scene in that rich area for the past 
95 years. 

The Daily Bee came out for the first time on the 
morning of February 3, 1857, and wasted no time in 
assuming its responsibilities to the community. In 
that issue it trenchantly urged the “three hundred 
loafers in this city” to go to work; called attention to 
lagging law suits against the members of a “Vigilance 
Committee” whose members had holed up in New 
York; denounced the “mean scoundrels” who tried to 
break up a “bachelors ball” by chopping through the 
building’s supports; and took steps to assist an aban- 
doned Falls Village, Connecticut wife who wanted 
information about her husband, he having been 
flushed from cover in Sacramento. 

These and other news items, plus advertising, serve 
to paint an adequate picture of the life and culture 
of the early Californian, by now pretty well condi- 
tioned to the presence of gold in the surrounding 
hills. There was a notice of a meeting of the State 
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Medical Society; advice that water tax revenues 
showed an increase over the preceding year; and afl 
announcement that Mary Provost would appear at 
the National Theatre “on Wednesday evening next” 
Further along in the paper, an item told the readet 
that Miss Provost had in fact gotten off the boat that 
morning. 

If these last-mentioned items fail to recall the 
rootin’ tootin’ West, an old lithograph of the Beé$ 
first building does. This was a two story woodel 
structure the like of which has been seen in every 
western movie starting with those of William S. Hatt 
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Above: the copy desk works in bright, attractively paimted surroundings 


Below: A view of the well-lighted editorial department 
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Business office of the Bee 


But by the turn of the century more space was needed, 
and so the Bee moved to a large three story limestone 
building at g11 Seventh Street. These quarters served 
very nicely until just before World War II, when the 
lack of space again made itself felt. But now, the 
threat of war and its accompanying shortages of man- 
power and materials made waiting necessary. Yet the 
Bee could at least make plans! 

Under the guidance of Miss Eleanor McClatchy, 
president of McClatchy Newspapers and granddaugh- 
ter of founder James McClatchy, plans were drawn, 
studied and shelved to make way for new plans. Peo- 
ple at the Bee point out that in several instances, 
plans formulated gave way to more modern plans, 
and then those plans became obsolete in the waiting! 
But Lockwood-Greene Engineers, Inc. of New York, 
serving as architect-engineers, and architect Dunbar 
Beck had the final plans that found favor with 
McClatchy management. Lockwood-Greene are news- 
paper plant design specialists, and they and Mr. Beck 
have given the Bee a new three story, functional 
building that is bright and clean in its conception. 
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Views of the Advertising Department (left) and Public Relations 


Color has been used freely and with careful planning 
throughout the plant, inside and out. 

Total area of the building comes to more than 
200,000 square feet—almost equal to the area of two 
Sacramento city blocks. Every cubic foot of outdoor 
air introduced into the building is filtered, and all 
air circulated inside the building is filtered approx- 
imately eight times per hour for removal of dust and 
pollen. 

A feature of flooring in the composing room and 
mail room is that it is maple, consisting of 114 inch 
thick strips laid on edge to give desired durability as 
well as resiliency for the constant walking required 
of the employees here. 

Modern wall paper in bold design is used on panels 
in rest rooms and covers one wall of the cafeteria. 
The floors, too, are interesting in color and design, 
from the red feature strips in the geometrical black, 
grey and white hallway linoleum to the green in the 
city room. 

A liberal use of windows and of clear and frosted 
glass in office partitions gives a feeling of spaciousness 
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inthe plant. And the restful and pleasant air which 
is general throughout is intensified by sound absorb- 
ent ceilings, complete air conditioning and wired 
music. 

A railroad siding into the plant makes possible the 
easy handling of newsprint, for which there is a large 
wea of storage space in the basement. Also in the 
basement are Bee Engraving, the press reel room and 
various service facilities. 

The eight unit Scott press occupies the first floor 
and basement at the south end of the building. Also 
on the first floor of the south wing are the composing 
room and the stereotype foundry. 

Directly above the composing room is the news 
room, with the library and the photo, art and cir- 
culation departments adjoining. A wide, large win- 
dowed hallway alongside the editorial department 
provides an excellent vantage point for viewing the 
operation of the press. 

The mailing room is directly above the press, with 
the finished papers moving up by power driven con- 
veyor, and thence by spital chute and conveyor to a 
street level dock. 

The advertising and business departments and the 
Bee Engraving office are on the first floor at the build- 
in’s north end, where a spacious oak paneled en- 
trance lobby with large glass doors greets visitors to 
the plant. 

The second floor of the north section is taken up 
with executive offices of the McClatchy Newspapers, 
while the 14,000 square foot third floor is devoted 
entirely to employee services. It includes a cafeteria, 
sun deck, lounge, lending library and dispensary, with 
offices for physician and nurse. 

The Sacramento Bee’s new plant is part of a wide 
expansion program being carried out by the 
McClatchy Newspapers. The Modesto Bee moved into 
anew building in December, and an addition to and 
major remodeling of The Fresno Bee building now is 
under wav. (To page 104) 


Bee Engraving, a separate company. Above: The Art Department 
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THE SPIRIT of old New Orleans, represented by the 
early homes of the French Quarter, is reflected in the 
modern design of the new headquarters of the Pan 
American Life Insurance Co., in that city—even 
though the six-story building has an exterior of lime- 
stone, glass and aluminum. 

The architects, Skidmore, Owings and Merrill of 
New York, in association with Claude E. Hooton ol 
New Orleans, achieved the desired effect of the bal- 
conied French Quarter homes of another century -by 
completely encircling the top four floors with 592 
aluminum louvers which rest between the balconies 
at each floor level. ‘These louvers also serve to cut off 
the hot rays of the sun, reducing air conditioning 
operating costs. Plate glass, marble and hardwood 
panels are the components of the public areas on the 
first floor. One gets a panoramic view of the lobby 
because of the glass wall extending across the front 
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of the building. It took 75 tons of imported Verona 
marble chips to form the highly polished lobby floor. 

Thanks to a two-story service wing that extends 
away from the building proper, a 60 foot square open 
area has been turned into a glass-walled patio. Deco- 
rated with trees and shrubs, the place invites the Pan 
American employee with a little time to soak up some 
sunshine. Seated on a low brick wall surrounding a 
planting area, the boy or girl won't have too much 
trouble being transported back to the days of a more 
slowly gaited life in the Deep South. 

But such a delightful bower was a happenstance, 
and to accommodate the sometime whim of one or all 
290 employees to lounge in the sun, two more areas 
behind the building were landscaped for outdoor 
relaxation. 

One can say that the main floor, with the exception 
of the big lobby and a few key departments, is the 
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A typical secretary’s office 


A junior executive's office 


Life echoes old New Orleans look 


employees’ preserve. Very close to the patio is a 
cafeteria, a recreation room and a meeting room. A 
desirable feature here is that these three areas can be 
opened up into one large area with a seating.capacity 
of 500 persons. A paneled stage pulls out of the far 
wall. 

Service departments—print shop, photostat depart- 
ment, mail and tabulating rooms, telephone, public 


address and air conditioning control rooms—are 
located on the ground floor, the only level where col- 
umns are visible. The vault room is located here too. 
On the top, bottom and sides it is built of 18 inches 
of concrete lined with 2% inches of built-up steel, 
which includes 1% inches of burn resisting steel to 
resist acetylene torches. The time-controlled vault 
door is made of steel 20 inches thick. (To next page) 


A view of a general office area 


4 gad pasion Sy 
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A view of the directors’ room 


Not far from the vault is the control room for the 
air-conditioning. ‘There are twenty different air-con- 
ditioning zones which serve the entire Pan American 
Life Insurance Co. building. On any occasion when 
an employee might feel uncomfortable, he can call the 
control room and make his discomfort known to the 
operator who by pushing a button can check the con- 
stancy of the air conditioning. Then, by the turn of 
a dial he can correct any failing. 

A unique feature of the air conditioning is its water 
supply. Two 850 foot wells, one really a standby, since 
one gives normal requirements, were sunk by the con- 
tractors. After the water has done its job of cooling, 
it is pumped outside the building where it is used to 
irrigate the plantings through an underground 
sprinkler system. 

Normal company expansion anticipated for the 
next 20 years can be accommodated in the new build- 
ing. In the meantime, two tenants “take up the slack,” 
occupying the third and fourth floors. The big factor 
in any office layout plan is uninterrupted floor space, 
and that is the big feature from the layout standpoint 
here. Only on the ground floor can support columns 
be seen. Above floors, the columns are concealed in 
the section housing the elevators. Movable partitions 
can be erected every five feet or in multiples of five 
feet. 

Visibility is one of the big features at Pan Amer- 
ican. In practically every department one has the 
feeling of working in a patio. This is attributable not 
only to the fine lighting, but also to the generous use 
of glass—both as partitions and as windows. The 
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builders figure that five and a half miles of glass have 
gone into the building. 

Much attention was given to landscaping around 
the Pan American building. Ralph Ellis Gunn of 
Houston, Texas, landscape architect, was assigned this 
task. In addition to thousands of plants and shrubs, 
16 trees were set out. The entire landscaping design 
revolves around a Chinese Juniper tree said to be 8 
years old. Low-slung and umbrella-like, and looking 
every year of its purported age, the tree stands at the 
top of the steps to the left of the main entrance to 
the building. Oddly enough, it took the same square 
footage to sod the grounds surrounding the building 
as it took glass to enclose the building. 

Located away from New Orleans’ business district 
(the trend in this direction is becoming more notice 
able) , the building became an urgent need within the 
past few years as Pan American Life Insurance Co. 
commenced to feel the pinch of tight office quarters 

Today, Pan American Life Insurance Co., looking 
forward to an even more prosperous future in % 
states and 13 countries in the Americas, can face that 
future secure in the knowledge that its offices are 
equal to the great tasks ahead. 


Some manufacturers of the office equipment are: 

Adding and Calculating Machines, Burroughs Adding 
Machine Co., Detroit, Mich.; Marchant Calculating M* 
chine Co., Oakland, Calif.; Monroe Calculating Machint 
Co., East Orange, N. J. 

Air Conditioning Equipment, Worthington Pump & Me 
chine Co., Harrison, N. J. 

Chairs (Executive), Knoll Associates, New York, Ger 
eral Fireprooting Co., Youngstown, Ohio. 
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More office work areas at Pan American Life Insurance 
Co., including (above and below) the tabulating room 


Chairs (Posture Chairs), Art Metal Construction Co., 
Jamestown, N. Y. 

Copy Holders, Riteline Corp., Washington, D. C. 

Desks (Executive), Knoll Associates, New York; Gen- 
eral Fireproofing Co., Youngstown, Ohio. 

Desks (Secretarial), General Fireproofing Co., Youngs- 
town, O.; Globe-Wernicke Co., Cincinnati, Ohio. 

Dictating Equipment, Audograph, by Gray Mfg. Co., 
Hartford, Conn. 

Draperies, D. H. Ho!mes Co., Ltd., Hemenway, New 
Orleans. 

Duplicating Machines, A. B. Dick Co., Chicago; Addres- 
sograph-Multigraph, Cleveland, Ohio; Standard Duplicat- 
ing Machines, Everett, Mass. 

— Cabinets, Art Metal Construction Co., Jamestown, 

me f 
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WHEN EXECUTIVES of the Toledo, Peoria & West- 
ern Railroad decided that their rented, old-fashioned 
offices in Peoria’s aging Union Depot were no longer 
adequate, they sat down quietly, naturally, to plan 
: a modern office building of their own. Being normal 
businessmen, they wanted their building to be a good 
job: a fundamentally efficient, comfortable place suit- 
a able for a modern, progressive railroad—and one that 
oat | would raise the moralesand well-being of its less than 
100 office employees; “too.” * 
i Nevertheless they weré admittedly a little awed, 
a after their offices (shown here) were completed, to 
find that the State Department requested photos of 
them for magazines all over the world. The deépart- 
“ment wished to publicize them “as an example of the 
working conditions ‘of the American employee” to 
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 T P&W offices: headquarters 


for a modern railroad 


Honoratle Mention 


: _ for offices employing 
less than 500 persons 


people behind and close to the Iron Curtain. Con- 
mented one TP&W executive, apparently. unaware 
until then just how truly fine his firm’s offices were: 
“That a brick, concrete, and steel structure in Peoria 
could help in fighting Communism in far corners of 
the world is beyond the fondest expectations of people 
like ourselves, with nose to grindstone, trying only to 
build a practicable,building.” ‘eg 


‘ 


T P & W’s reception room—a wall of glass here, otherwise it’s almost a windowless building 
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The long, low building is adjacent to the company’s car shops 


What makes these offices such a wonderful working 


place is the neat combination of several well-planned 


elements: layout, lighting, color, air-conditioning, 
acoustical treatment, landscaping. What gives them 
uniqueness is their unorthodox lack of windows. 
Only three rooms have them: the president’s office, 
the cafeteria, and the reception area. 

Here again, though, reasoning was practical, not 
“original.” In a windowless building (1) the light- 
ing system can provide constant, correct illumination 
every hour of the day, all through the year, (2) tem- 
peratures can be maintained without constant varia- 
tion. A TP&W spokesman pointed out, too, that the 
building’s unbroken brick walls give it a firm, “built 
in the ground” look. 


(To next page) 


Visitors entering from reception area 


A view of general office area 


President Coulter in his office 
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Above and below: Conferences—in office or 
conference room 


Privacy without loss of observation for the office manager 


To compensate for what otherwise might be a 
closed-in feeling, architect Carter E. Hewitt intro- 
duced living plants at various points in the building. 
He transformed wall areas into skillful arrangements 
of spectral hues, balancing them to present har- 
monious color schemes from every viewpoint. Look- 
ing around the interior, it is unusual to see less than 
four colors, difficult to see no more than two, impos- 
sible to see only one. The bold coloration is a re- 
freshing contrast to white-and-black paper work. 

The general offices, which fully occupy the interior 
“heart” of the building, are lighted by fluorescent 
tubes mounted above a glare-eliminating wire mesh 
ceiling. Much cooler than an incandescent system of 
the same candlepower, the lights provide high-level 
illumination without straining air-conditioning equip- 
ment. 

Banks of file cabinets line the boundaries of this 
central office section. Desks here are arranged semi- 
formally in sectional groupings for efficient intra- 
office operation. There are no partitions. 

Strung along three sides of the building’s perimeter 
as a sort of frame around the general office area are 
private offices of TP&W executives. Outer walls of 
these rooms are built of painted concrete blocks, a 
rough-textured material suitable to the offices of rail- 
road men—and one that has excellent acoustical 
value. The blocks absorb 50 per cent of all noise 
falling on them. Sound absorbent ceilings further 
reduce noise. 

President J. Russell Coulter works at a large L- 
shaped desk having nearly twice the surface of a 
conventional executive model. All parts of it, never- 
theless, are completely within Mr. Coulter’s easy 
reach. Plastic louvers form the ceiling here, with 
fluorescent tubes above them. From his double corner 
window, Mr. Coulter can check the number and 
length of trains moving through the TP&W yards. 
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Another view of the general office 


For conferences, he can step through a short, pri- 
vate passageway to the company’s simply-styled meet- 
ing room. Here, executives can gather around a 
broad blond-wood table that is especially designed to 
permit everyone to see everyone else. Light in the 
room is so thoroughly diffused, it is said, that a pencil 
point touched to paper will not cast a shadow. 

Like the private offices, the business machines room 
is placed off to the side, away from the central office 
area. ‘The room is divided into two sections by a 
glass control window. In the larger section fast, efh- 
cient machines can operate without disturbing occu- 
pants of adjoining areas. 

TP&W employees lunch in an atmosphere contrast- 


ing pleasantly with their work areas. Colors in their 
modern, airy lunchroom, located on a lower level, are 
brighter than those in the offices upstairs, but equally 
varied. Two large plate-glass windows are set in its 
outer walls, giving diners a view of the landscaped 
lawn and patio-garden outside—the work of Scruggs 
and Hammond, landscape architects, Peoria. Includ- 
ed on this lower floor is a private employee entrance, 
lockers, supply rooms, and space for additional offices. 

The visitors’ entrance, at the epposite end of the 
building, is equally colorful and inviting. Its two 
heat-resistant glass walls effect a simple, logical tran- 
sition from the outside, providing an illusion of 

(To page 107) 


Lunch room on the lower level 
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Often, the responsible executive isn’t as well _~ 


off financially as machine operators in the 
shop, and a good deal of the blame lies with 
faulty corporate wage policies 


By J. LESTER RIGBY 
Fisher, Rudge & Neblett, New York 
Based on an address by Mr. Rigby before the Personnel 


Conference of the American Management Association 
at the Hotel Astor, New York, October 1, 1952. 


ALL authoritative wage statistics point to the ines- 
capable conclusion that the executive is the most 
underpaid worker in American business. Income 
taxes and inflation, combined with nearsighted cor- 
porate salary policies, have demonstrated that intelli- 
gence, experience, resourcefulness, initiative, and cre- 
ativeness do not call for the same standard of com- 
pensation today as they did twelve years ago. Of all 
wage-earners, the executive today has a lower stand- 
ard of living than he did in 1940. A few examples 
demonstrate the point: 
1. The personnel manager with three dependents 
who earned $3,500 in 1940 must today earn 
$6,500 to maintain his purchasing power. 
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Many executives are forced to take work home. Are they paid for it? 


Are YOU an Underpaid Executive? 


2. Similarly, the office manager with three de- 
pendents who earned $5,000 in 1940 must to- 
day earn $9,400. 

3. The chief accountant who earned $10,000 in 
1940 must today earn $19,500. 

4- The comptroller who earned $15,000 in 194° 
must today earn $31,400. 

5. The treasurer who earned $25,000 in 1940 must 
today earn $59,100. 

6. The vice-president in charge of finance who 
earned $50,000 in 1940 must today earn $136, 
700 and, 

7. The corporation president who earned $100, 
000 in 1940 must today earn $451,400. 

While the spiraling cost of living and discrimina- 
tory income taxes are to a large measure responsible 
for this condition, with the degree of responsibility 
increasing as earning levels advance, we cannot lay 
the total blame to this. 

To a large measure, poor corporate salary policies 
have contributed to the situation. A review of some 
basic economic statistics will dramatically demon- 
strate this fact. For example, a study of 250 represen- 
tative companies reported by the American Manage- 
ment Association’s executive compensation service in 
its annual survey (1950-51), shows that during the 
six-year period of 1945 through 1950, corporate of- 

(To page 69) 
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ELECTRIC, BULLETPROOF drive-in window for 
banks, introduced recently by Mosler Safe Co., Ro- 
chester, is seen here in operation by its first user, the 
Huguenot Trust Ce., New Rochelle, N. Y. Window 


OFFICE TV SYSTEM — consisting simply of a 3-tube 
camera and a combination monitor, power supply, and 
control unit—was unveiled recently by the RCA Victor 
div., Radio Corp. of America. System, adaptable to banks 


affords uninterrupted vision, increased work space. 


for quick signature comparisons, has other uses too. 


ATTENDING RECEPTION at the new Laval 
University School of C ce, Quebec, Que., 
are representatives of foreign accounting groups. 
From the left: Paul Bruneau, Quebec accountant 
and a governor of the school; William Hope, 
president of the American Inst. of Accountants; 


OFFICE-ON-WHEELS, used by the Army during ma- 
neuvers to transport office facilities close to the battle- 
field, is seen here between war-games at Fort George G. 
Meade, Md. The large van-type trailer which houses the 
office has expanding sides, and can accommodate seven 


Alan Maclver, secretary of the Inst. of Chartered 
Accountants of England and Wales; Carman 
Blough, research director, AIA; James Blakey, 
president of ICAE&W; Percy Barrowecliff, pres- 
ident, Soc. of Incorporated Accountants of Eng- 
land, and L. P. Duchaine, another Laval governor. 


desks and other equipment. The portable office is used 
in the field to expedite personnel management matters, 
the duplication of orders, and other paperwork involved 
in the conduct of large-scale training exercises. 
It can double for Army brass as a “war briefing room.” 
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tic diffuser has been introduced by 
Bainbridge, Kimpton & Haupt, Inc., 


of : 
Baa a 


EXECUTIVE CHAIR, newly intro- 
duced by Indiana Chair Co., Jasper, 
Ind., is available with walnut, mahog- 
any, golden or softone oak finishes. 


Dip ibis seo | 


so 


NEW FILE offered by Atlas 
Stencil Files Co., 1662 E. 118th 
Street, Cleveland, Ohio, is 
built for 21x21 inch papers. 


MP with 75-footeandle plas- 


New York. 


nwich Street, 


PRIVATE OFFICE or yecuption room furnture of- 
fered by Royal Metal Mfg. Co., 175 N. Michigan Ave., 
Chicago, features upholstery of U. S. koylon molded 


foam rubber over Royal flex-springs. Arm rests also 
have rubber beneath upholstery fabric. The new 
furniture is part of Royal’s “890 Lounge” series. 


NEW PLASTIC HOLDER for their line 
of Phano marking leads is offered by 
Joseph Dixon Crucible Co., Wayne and 
Monmouth Streets, Jersey City, N. J. 
Phano leads are designed to write on 
plastic, glass, metal, and other glazed 
surfaces. New holders are available in 
four hues to match colors of leads. 


“ANVIL SHIFT,” new modification on 
Neva-Clog Products’ J-80 2-way stapling 
plier, permits change from permanent to 
temporary fastening by push on button at 
bottom of machine. Neva-Clog headquar- 
ters are 560 Logan Av., Bridgeport, Conn. 
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CORRECTING fluid duplicator masters 
should be eased considerably with this 
self-adhesive tape that needs no moisten- 
ing, introduced recently by the Avery 
Adhesive Label Corp., 1616 S. California 
Ave., Monrovia, Calif. Masters are cor- 
rected by fixing tape over error on 
reverse side and typing correction 
lightly on front’ Comes in three widths. 


NEW “CORRECT SEATING” chair, 
said by its manufacturers to “insure 
correct seating without the need for 
several extra adjustments,” was intro- 
duced last month by Shaw-Walker Co.,- 
1950 Townsend St., Muskegon, Mich. 
The aluminum and wood clerical chair, 
Shaw-Walker says, provides arm and 
shoulder comfort, lumbar curve support, 
correct body slope, and leg comfort. 


“RONEO-TRONIC,” a process of mimeographing that FOUR SETS of figures can be handled simultaneously by 
eliminates stencil-cutting on a typewriter, is newly of- this new multiple-total machine, according to its manu- 
fered by Addo Machine Co., Inc., 145 W. 57th St., New facturers, Burroughs Adding Machine Co., 6071 Second 
York. These electronic Roneo-Tronic machines are said Ave., Detroit. Offered in 10- and 13-column models, the 
to produce stencils from letters or drawings in minutes. machine was styled by George W. Walker, industrial designer. 


TERMED by its manufacturers the 
“smallest and _ lightest all-purpose 
dictating machine” on the market, 
this new Edison VP Voicewriter is 
compact enough to be tucked under 
the arm or carried in a_ brief 
case (left). Introduced recently by 
Thomas A. Edison Ine., 51 Lakeside 
Ave., West Orange, N. J., the VP 
features a microphone which doubles 
as a speaker, Vinylite “diamond 
disks” which have a dictation ca- 
pacity of 30 minutes, and a “4-in-l 
control knob.” The machine  op- 
erates only on 25 volts of alternating 
current, or (with a converter) 
in an automobile or plane. Ae- 
cording to the Edison company, the 
new unit cost over $500,000 to de- 
velop, and is the product of more 
than two years of laboratory research. 


The VP will retail for about $330. 
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HANDY ELECTRONIC deodoriz- 
er that operates when plugged in 
any A.C. outlet is currently avail- 
able from Sun-Kraft Health Prod- 
ucts Inc., 158-164 E. Grand Ave., 
Chicago. Operates on ultraviolet 
ozone lamp. Price: $6.95 com- 
plete with lamp; extra lamps: $1.30. 


FABULON, new finish for wood 
and linoleum floors, is introduced 
by Pierce & Stevens, Inc., Buffalo, 
N. Y. The firm claims finish 
“never needs washing or scrub- 
bing,” remains lustrous, wearable. 
Retails for about $2.00 per quart. 


PORTABLE 2-speed drive unit which fits model. Called the “Fleetwing,” it is 
underneath this manual Marr duplicator designed to print 5,000 sheets an hour. 
turns it into a low-cost motor-driven Marr’s main offices: 53 Park Place, N. Y. 


ike al MODERN office machine stands, recently 

Pa ‘ ‘ added to the “Styline” line of office 
equipment manufactured by Weber Bros. 
Metal Works, 108 N. Jefferson Street, 
Chicago, are available in four sizes with 
either drop or extension leaves. Tubular 
steel legs and heavy-gauge steel tops are 
finished in gray hammerloid enamel. 
Tops measure 23% x 16% or 1744 inches. 


SOLID-FILED spun aluminum clothes 
tree, labeled by its manufacturers the 
“Coat-Rak,” was recently introduced by 
Tubercrafters, 911 Walnut Street, Phila- 
delphia. The tree, which retails for $18, 
stands 72 inches high, weighs over 20 
pounds, and measures 15 inches across 
its base. It is crowned with four double 
hangers tipped with black plastic knobs. 
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streamliner rollerway 


SLR serces 


Aen SVEEL SALES CONEW YORK USA 


America’s most beautiful and 
versatile portable filing system 


ts 


Stteclnasies BASIC UNIT 


A Si%eclnaste masterpiece of modern precision engineering in creating an extremely efficient 
functional business unit. 

Unit made of best grade furniture steel, electrically welded, expertly assembled, quiet easy 
gliding slide top and easy glide casters to bring the unit to any point of service as required. 
Full capacity correspondence section, storage sections and many other specialized uses as indi- 
cated on the facing page. All especially designed to meet your business needs and requirements, 
and permit you to command all of your records under finger-tip instant control. A unit that secures 
efficient service and will be new and in the modern spirit for many years to come. 


basic dimensions all units 
Letter (SLR-1, SLR-2, SLR-3, SLR-4, SLR-5, SLR-6) 33 high x 15°: wide x 22' deep 


Legal (SLR-1C, SLR-2C, SLR-3C, SLR-5C, SLR-6C) 334" high x 18% wide x 22" deep 


F.O.B. N.Y. All Prices Order by Catalog Number 
Higher on West Coast AVAILABLE IN Futura Grey OR Seelmaster STANDARD GREEN Literature available 


art steel sales corp. new york 63 n. y., u. s. a. 
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Desk which permanently attaches to unit selected (as ill.). 
Desk shipped k.d—easy assembled. Made of best grade 
furniture steel. Overall height from floor 26” —depth 18” — 


width 22”. When set up, casters to be removed, 


Letter (SLR-1, SLR-2, SLR-3, SLB 


331%," high x 15%" wide x 22” deep 


-4, SLR-S, SLR-6 


1 fetter section, 1 card 


section (cop. 3000 


J 


" wide x 22” deep 


ae te 
re 
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H 


3 
2 


Legal (SLR-1¢, SUR-2C, SER-SC, SLR-SC, 5 
334," high x 8% 


art steel sales corp. 


1 letter drawer and 
6 utility drawers each 
2%" highx 15%,” 
wide. All 6 drawers 
15%," deep. 


new york 63 n. y., u. s. a. 
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new tor the office , 


“ALL-IN-ONE” photocopier unveiled last month by the TABLE-TOP COLLATOR designed to speed the gathering of 
American Photocopy Equipment Co., 2849 N. Clark St., papers into sets of 2 to 8 pages in one operation is newly a. 
Chicago, eliminates need for separate printer and offered by Thomas Mechanical Collator Corp., 30 Church St., > 
timer. Said to produce finished copies in 30 seconds. New York. Measures 15 inches square; priced under $100. 


STAPLING PLIER with piercing blade for fastening flaps A YEAR'S pay records for 60 work- 
of corrugated cartons is latest product of Bostitch Inc., ers fit in this book made by Mautu- 
Mechanic St., Westerly, R. I. It is known as model P6-8P. al Publishers, 21 Howard St., N. Y. 


HEAVY CORRUGATED transfer cases (above) fea- Called the “Quik-Lok,” it is offered along with another, more 
turing sturdy triple bottoms and metal-reinforced expensive Geller transfer case (above) called the “Storafile.” 
covers that snap shut are offered by J. R. Geller Co., Having steel front, it retails for $2.98 in letter size. Quik-Lok, 
Box 141, Oakland Garden Station, Flushing, N. Y. letter size, is $1.25, if ordered in quantity. Comes in 30 models, 
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new for the office 


MOBILE FIRE - FIGHTING 
unit, equipped with three ex- 
tinguishers, is designed to com- 
bat three types of blaze: oil, 
electrical, wood - and - paper. 
Called “Handy Fire Dolly,” it 
is offered jointly by two firms: 
General Detroit Corp., 2272 E. 
Jefferson Ave., Detroit, and 
General Pacifie Corp., 1501 E. 
Washington Blvd., Los Angeles. 
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“VOID” MARKINGS, which 
appear on checks as a warning 
if ink eradicator is used by 
forgers, are characteristic of 
new checks manufactured by 
the Todd Co., Rochester, N. Y. 
Chemical in new check (right) 
makes warning words flash 
into view ten times faster than 
on old Todd check (left). 


PLASTIC LABEL HOLDERS designed to fit on the 
spine of post binders is newly offered by Bakelite 
Co., a division of Union Carbide & Carbon Corp., 


260 Madison Ave.. New York. Made of rigid Viny- 
lite, the holders are said to fit on any size post. 
Available in three sizes: 14, 1, or 2 x 24 inches. 
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“COMFORT INDICATOR,” newest desk accessory, informs 
user of the temperature-humidity balance present in his office. 
When dial hands are in different color zones, manufacturers 
say, they show which way temperature or humidity should 
be changed for greatest comfort. Made by Fee and Stem- 
wedel Inc., 2210 Wabansia Ave., Chicago. Price: $7.50. 
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COLD FEET need no longer trouble the chill-sensitive sec 
retary, announced Interstate Rubber Products Corp. recently 
in introducing this electric rubber foot warmer. The mat is 
easily moved from desk to desk, and is said to consume 4s 
little power as a 100-watt light bulb. The manufacturers 
maintain headquarters at 908 Avila St. Los Angeles. 
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new tor the office 


MODERN LOUNGE CHAIR designed for reception areas or 
executive offices was introduced recently by the Midwest 
Furniture Co., Sheboygan, Wisc. Ranging in price from 
$26.90 to $35.60, they can be shipped “knocked down” 
to avoid additional freight costs. According to the manu- 
facturers, the chairs are easily assembled, needing but twelve 
bolts to hold the four component parts securely together. 
Minimum order is for twelve chairs; minimum shipment, three. 
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THE “VEEP,” new low-priced “fire resistant” safe 
designed to retail for less than $60, was intro- 
dueed last month by the Protectall Safe Co., 930 
8. Salina St., Syracuse, N. Y. According to Pro- 
tectall, the Veep passed the “standard labora- 
tory” J-hour test at temperatures of 1,700 degrees. 
They add that the new safe is compact and 
Modern in design, and features the same _ heavy- 
duty combination locks used on _ Protectall’s 
higher priced safes. Veep is mounted on rollers. 
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A METHOD of removing an entire bank of cards from a vis- 
ible index file without disturbing their sequence is 
offered by Vue-Fax Corp., manufacturers of vertical visible 
record systems, 90 Gold St.. New York. Called the “Card 
Bank Remover,” the new device is seen (top) removed from 
its housing unit (bottom). A movable rod acts as a stand 
for the bank of cards, the manufacturers point out, per- 
mitting efficient, one-hand manipulation of the records. 


THE “NOISELESS” Odhner adding machine, electrically-driven a 
Swedish-made instrument, is now being distributed nationally mn 
here through the sales organization of Fucit Inec., American 
sales subsidiary of Aktiebolaget Atvidabergs Industrier, Stock- 
holm, Sweden. Eric A. Ohlsson, Facit’s president, in making the 
announcement stated that the Odhner will be offered in three 
models at $280, $305, and $340 each. Latter model (above) has 
automatic credit balance, registers ten digits, totals eleven. All 
models have direct subtraction. Facit also distributes Swedish 
Halda typewriters. Its offices are at 500 Fifth Ave.. New York. 
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office 
. | HEAVY PAPER cutter with 15-inch table and 15-inch ELAPSED-TIME CACULATOR, designed to speed payroll} ~~ 
* hard-steel blade has been recently introduced by Milton preparations, is newly offered by Fattor Mfg. Co., 1024 North 
= | Bradley Co., 74 Park Street, Springfield, Massachusetts. First Street. St. Louis. Computes time to nearest 5 minutes 
ea nm 
— DESK-HIGH hardwood telephone table sT. 
wl we (left) has been added to the Stempco cho 
“Long-Life” line of office equipment pro- He 
: duced by the Stempel Mfg. Co., 2830 Rob- | 
He |} erts St., Dallas, Tex. Available with oak, lan 
3 j and genuine or imitation walnut finishes, ule 
om | the table features hardwood banding 
on outside edges and glides under legs. i 
des 
PERSONAL LEGAL-SIZE file, said to be me 
the first personal file of that size manu- ye 
aa factured, features spill-proof lock, chrome = 
Be handle, and 22-gauge steel construction re 
: with baked hammerloid-gray enamel fin- isl 
ish. Manufactured by Mayfair Company, tha 
315 North Desplaines Street, Chicago, Ill. > 
1 
Co 
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HIGH-FIDELITY phonograph NEW SHREDDING MACHINE, designed to dispose of tabulating cards tt 
equipped with variable reluctance cancelled checks, coupons, and other papers of a valuable nature that A 
units, extended range speakers, and are generally difficult to destroy, is offered by the Shredmaster fe 
amplifiers, all designed to produce Corp., 209 Willoughby Ave., Brooklyn. Said to reduce even postage «i 
distortion-free sound, is newly offered stamp size papers to fine, dustless, and unreadable shreds by meals n 
by Califone Corp., 1041 North Syea- of a geared and synchronized conveyor, the new unit is readily pore J » 
more Avenue, Hollywood, California. able, and occupies slightly more space than a_ standard typewriter. J g 
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payroll 
North 


inutes, 


Equipment 
Round-Up 


A monthly feature devoted to 
sources and descriptions of 
major lines in the office equip- 
ment and machine field 


Globe-Wernicke Co.’s Techniplan units 


Executive Desks @ Supply Cabinets 


STEEL and wood desks are plentiful, with a greater 
choice of designs, sizes and styles than ever before. 
Here again, there is little to suggest that the late un- 
lamented steel strike has impaired production sched- 
ules to any great degree. 


To complete its already established Standardizer Series, 
Alma Desk Co. now offers the new sixty-six-inch executive 
desk as pictured, size 66 by 36 inches. 

“The 1666F4 not only embodies the best in modern styl- 
ing but is also functional,” Alma says. “The desk has a 
recessed center back panel and large dictation slide. The 
deep drawer is equipped with pendalflex files and has ball- 
bearing rollers to insure speedy and smooth operation. The 
island bases are equipped with adjustable glides in order 
that the desk may be ranged in height from 29 to 3014 
inches. It is available in a variety of finishes in oak, walnut 
or mahogany. 


Art Metal Construction Co. reports that the Art Metal 
Conference Desk is built specially for operating executives. 
It is so designed that five or six people can sit around it 
for a conference. Minimum over-hang of desk-top is 1134 
inches. The large pedestal drawer capacity is practically 
equal to a two-pedestal desk. It has two work-organizer 
desk-tray drawers and one large vertical file drawer con- 
taining a side-to-side letter vertical file cross tray and a 
private locker for storage. If desired, the locker may be 
replaced with a letter-size vertical file cross tray. A legal 
size cross tray may be subsituted for the letter-size tray 
and locker. In addition, there are also three convenience 
drawers in the desk top. The Art Metal Conference Desk 
has a baked enamel finish in gray and warm gray linoleum 
top with aluminum trim. It is regularly furnished with a 
tight pedestal but is optional with the pedestal on the left 
if so ordered. 


Berger Mfg. Division, Republic Steel Corp. advises that 
the Berger 5,000 Series Executive Conference steel desk 
offers new convenience and comfort. A new sight saving 
desk top gives less contrast with papers to reduce eye 
strain. The center drawer and sliding trays telescope into 
the deep roll of the desk top, greatly increasing leg room. 
A low height of 29 inches, adjustable to 30% inches, makes 
for greater comfort; and a 9-inch top overhand facilitates 
conferences and dictation. A new locking mechanism per- 
Mits individual locking of all drawers. The right and left 
Pedestals are interchangeable, and the position of the 
drawers may be varied to the convenience of the user.- 
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Delivery may be had in 45 to 60 days. The Zone 1 price 
of Model No. 5078, pictured, is $221.75 in olive green or 
platinum gray, $254.50 in walnut or mahogany grain finish. 
Prices in other zones are proportionately higher. 


“Carlton-Surrey Inc. has had phenomenal success in the 
sale of the Carlton-Root desk, a conference desk combina- 
tion, curved in design, and functional indeed, that execu- 
tives have wondered why they have not considered this 
particular desk before,” the manufacturer says. “It seemed 
however, that this desk presented a problem because of its 
size—namely, 102 inches around the outside curve. Our 
designers then brought forth the answer to this problem 
by designing the new Carlton-Brooke, as illustrated, size 
being reduced to 84 inches around the curve, and the body 
of the desk in proportion. The top of these desks are re- 
movable so that handling on elevators and through small 
openings is accomplished without any difficulty. Desk is 
available in walnut or mahogany, and the top is available 
either with leather or a fine grained wood top.” Retails for 
$1,000 or more. 


Executive Furniture Inc. advises that its line is very com- 
plete, consisting of many models of desks in three different 
price brackets. Construction is limited to walnut, and all 
desks have flush panels. 

The No. 100 series and No. 300 series desks are all of the 
convertable type with interchangeable tops, interchangeable 
drawers, and provisions for utilizing reversable typewriter 
units when required. 

The No. 500 line is strictly custom built for top manage- 
ment and the better offices. It incorporates a wide range 


of large executive desks with matching tables, bookcases, - 


and credenza work tables. All desks in the 100 and 500 
series are equipped with fully interchangeable, roller sus- 
pended drawers. The line also includes provisions for 
making custom built director’s tables of all sizes, 


General Fireproofing Co. says that its Mode-Maker exec- 
utive desk is an advanced conception in the design of metal 
desks. Designed and ‘engineered by the firm’s experienced 
staff, in collaboration with Raymond Loewy, one of the 
country’s foremost industrial designers, Mode-Maker com- 
bines beauty with flexibility. : 

Thirty-five models comprise the entire line, and there is 
a model available for every requirement, including.use in 
executive offices. All edges and corners are gracefully 
rounded, with no inserts to break the smooth lines, Re- 


cessed drawer pulls eliminate all projections, and arch bases “ 
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Top row, from left: Shaw-Walker’s 7238, Indiana Desk Co.’s model, and Alma Desk Co.’s 
1666 F4. Below, Carlton Surrey Co.’s 1004 (left), and Myrtle Desk Co.’s 6068-86-F 


of anodized aluminum provide a maximum of foot room 


and facilitate cleaning. 


ments may be added as desired. All Techniplan compon- 


The standard finish is GF grey, a full-bodied color which 
will blend with almost any color scheme. The top is cov- 
ered with fine-textured velvoleum to insure ease of writing. 

The entire line is extremely flexible due to the use of 
standard pedestals, tops and legs. The interchangeability 
of drawers permits easy adaptability to any office job. 


A 30-inch depth on the general office models keeps the ~ 


entire area of the desk within easy reach, and also permits 
the use of fifteen Mode-Makers in the same area required 
for fourteen 34-inch desks. Made of steel, the desks are 
expected to last indefinitely. Moisture, dryness, heat or 
cold will not warp, swell or shrink any part of the desk. 


Globe-Wernicke Co. calls attention to its Techniplan 
executive work station which consists of a desk top with 
center drawer, desk pedestal, auxiliary top, and end sup- 
ports that are easily assembled into an L-shaped unit by 
means of interlocking devices. Partition panels for privacy 
and horizontal filing sections to meet executive require- 


ents are standard and interchangeable, thus making pos- 
sible a variety of combinations and variations. 

Globe-Wernicke manufactures Techniplan in steel and 
in wood. Steel Techniplan is finished in harmonious No. 49 
Grey. Wood Techniplan is finished in medium light, genu- 
ine walnut, No. 448%, and in blond walnut, No. BW 44. 

Illustrated is a two work station Techniplan set-up in 
steel for use by executive and secretary. Full-height par- 
titions in steel and in glass give the executive added pri- 
vacy. Partitions with acoustical panels are also available. 
A similar Techniplan arrangement is available in wood 
Techniplan also. 


Imperial Desk Co. describes the streamlined styling of 
Wiltshire Modern. Designed to harmonize perfectly with 
any type of modern decor, Wiltshire Modern is a complete 
iine of fine wood office furniture, adding attractiveness and 
beauty to any office. 

“The rugged massiveness of Wiltshire Modern guar- 
antees years of satisfactory service even under the toughest 


Manufacturers 


All Steel Equipment Co. 
Aurora, Ill. 
Alma -Desk Co. 
Drawer 271, High Point, N. C. 
Art Metal Construction Co. 
Jamestown, N. Y. 
Berger Mfg. Div., Republic Steel Corp. 
1038 Belden Ave., N. E., Canton, Ohio 
Browne-Morse Co. 
Muskegon, Mich. 
Carlton-Survey, Inc. 
1! Commerce Ave., S. W., Grand Rap- 
ids, Mich, 
Central Desk Co. 
454 N. Armour St., Chicago 
The Champion Furniture Co. 
P. O. Box 2462, Hickory, N. C. 


Clemca Desk Mfg. Co. Imperial Desk Co. 
Bloomfield, Ind. 1312 W. Florida St., Evansville, Ind. 
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Cole Steel Equipment Co., Inc. 

285 Madison Ave., New York 
Commercial Furniture Co. 

2739 W. Chicago Ave., Chicago 
Corry-Jamestown Mfg. Co. 

Corry, Pa. 
The Dauson Corp. 

522 W. Jefferson St., Louisville, Ky. 
Doten-Dunton Desk Co. 

210 Broadway, Cambridge, Mass. 
Executive Furniture, Inc. 


911 S. Walker St., Oklahoma City, Okla. 


General Fireproofing Co. 
Youngstown, Ohio 
The Globe-Wernicke Co. 
5025 Carthage Ave., Cincinnati 
Hekman Industries 
525 Ann St., Grand Rapids, Mich. 
Hoosier Desk Co. 
310 Mill St., Jasper, Ind. 
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Indiana Desk Co. 

1201 N. Mill St., Jasper, Ind. 
Invincible Metal Furniture 

842 S. 26th St., Manitowoc, Wis. 
Jasper Desk Co. 

6th & Anderson St., Jasper, Ind. 
Jasper Office Furniture Co. 

13 & View Sts., Jasper Ind. 
The Leopold Co. 

914 Osborn St., Burlington, lowa 
Metal Office Furniture Co. 

1491 Division Ave., S., Grand Rapids, 

Mich. 
Myrtle Desk Co. 

High Point, N. C. 
National Cabinet Co. 

21-24 44th Ave., Long Island City, N. Y. 
National Desk Co. 

801 Park Ave., Herkimer, N. Y. 
Orna Metal Products Co. 

2412 So. Seventh St., St. Louis, Mo. 
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conditions,” Imperial says. “Genuine Walnut or Comb 
Grain Oak, in standard Walnut or “Softone” hand-rubbed 
finishes, are set off by die-cast semi-flush pulls and black 
lacquered bases.” 

Foremost in the Wiltshire Modern line is the Conference 
Desk (pictured), which doubles as an executive desk and 
conference table. Other items include an executive desk, 
a consultation desk, clerical, secretarial and typewriter 
desks, pedestal table, bookcase and telephone cabinet. 

Other Wiltshire Modern features that work with the 
executive and his staff are: adjustable heights between 
29% and 30 inches; dustproof underconstruction; ball-bear- 
ing suspensions on file drawers; patented Pendaflex execu- 
tive convenience, and four-point island base for stability. 
Prompt delivery applies. 


Indiana Desk Co., Inc., says of its No. 1513, Fleetline: 


- “This modern island base office desk incorporates the new 


streamlined design and island type pedestal that distin- 
guish the modern equipped office. Veneers are sliced, quar- 
tered American black walnut or sliced comb-grained In- 
diana white oak, carefully inspected for beauty, and individ- 
uality of grain formation. Rigid construction and fine 
cabinet work make this one of the most durable and attrac- 
tive wood desks available. 

Double drawers are equipped with ball-bearing suspen- 
sion type slides and grooves on the interior to take legal 
or letter-size hanging type files. Each drawer is chemically 
treated to protect it from moisture damage and to give 
easy, quiet, drawer operation. 

Top is 1% inches five-ply build-up construction, with 
solid rim 54-inch thick. All drawers are seven-ply, 13/16- 
inch thick, with veneers running vertical to match the ver- 
tical veneers on end panels and back panels. The center 
drawer controls the locking mechanism of all pedestal 
drawers, equipped with brass semi-flushed pulls, especially 
designed for the modern Fleetline, and supply the final 
detail perfection in appearance. 


Peerless Steel Equipment Co. 

Unruh & Hasbrook Sts., Philadelphia 
Remington Rand, Inc. 

315 Fourth Ave., New York 
J. K. Rishel Furniture Co. 

1201 W. 3rd St., Williamsport, Pa. 
Security Steel Equipment Corp. 

50 Manhattan Ave., Avenel, N. J. 
Frank Scerbo & Sons, Inc. 

536 Pearl St., New York 
Shaw-Walker Co. 

Muskegon, Mich. 
Standard Furniture Co. 

S. Washington St., Herkimer, N. Y. 
Stow & Davis Furniture Co. 

80 Front Ave., S. W., Grand Rapids, 


Laurel, Miss. 
Wilhite Mfg. Co. 

561 Surf St., Chicago 
Worden Co. 

200 E. 17th St., Holland, Mich. 
Yawman & Erbe Mfg. Co. 

1045 Jay St., Rochester, N. Y. 
offices. 
SUPPLY CABINETS 
All Steel Equipment, Inc. 

Aurora, Ill. 

Art Metal Construction Co. 

Jamestown, N. Y. 

Art Steel Sales Corp. 

170 W. 233rd St., New York 
Berger Mfg. Div., Republic Steel Corp. 

1038 Belden Ave., N. E., Canton, Ohio 
Cole Steel Equipment Co. 

285 Madison Ave., New York 
Empire Steel Products Inc. 

26 Custom House St., Providence, R. I. 
Equipto Div. Aurora Equipment Co. 

Aurora, Ill. (To page 77) 
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Wile Forsitere Mfg. Co. LUXURIOUS “a 


WOOD OFFICE 
DESKS 


The charm and beauty of 18th Century styling expressed in 
Imperials’s Windsor line are combined with time-saving, work- 
saving features that make this group ideal for “traditional 


EVANSVILLE 7, INDIANA 2S :ci! 


OFFICE MANAGEMENT AND EQUIPMENT 


Tools of the Office 


The Jasper Desk Co.’s Colonial line offers a four-drawer 
desk (illustrated) 69 by 36 inches with matching 69-inch 
table, bookcase, phone console and costumer all in genuine 
walnut. Every effort has been made to retain the deco- 
rative feature, trim lines and fine Puritan styling of the 
Colonial period this suite represents. Also available are 
a complete line of desks and tables in various sizes together 
with matching accessories in combination walnut. This 
Colonial line is a favorite in conservative offices and for 
professional use. 

Jasper Desk builds five complete lines, its Coronation and 
Embassy Series in George III and Chippendale design, its 
Cosmopolitan, a modern island base line made in both gen- 
uine walnut asid softone oak, the Colonial turned leg line, 
and the Commercial and Universal lines, both square leg 
oak and walnut designs so popular in the clerical office. 


Jasper Office Furniture Co. describes No. ST1759L as a 
featured number of Jackson Desks made in genuine walnut 
and genuine white oak exterior. This line is made with the 
adjustable height feature which allows the desk to be ad- 
justed from 29 to 30% inches in height. The posts on each 
side of the knee space are of Densified wood which will not 
mar or splinter. 

The typewriter mechanism is of the adjustable height 
type, permitting the typewriter platform to be adjusted to 
five heights, viz.: 26%, 2734, 2834, 2934 and 30% inches 
above the floor by means of the mechanism alone. Inter- 
mediate heights may be obtained by adjusting the height of 
the desk. 

File drawers in flat top desks are on ball-bearing roller 
suspension. Desks in walnut are finished in Suntone No. 2 
light walnut finish and oak desks are finished in Softone 
oak. Other finishes may be had on order. 


MODERN EFFICIENCY 


with traditional 


In the Windsor line, you'll find all the “extras” that make 
Imperial the choice of office managers and executives . . . 
including recessed legs, space-saver typewriter compartment, 
dustproof underconstruction and all genuine walnut exteriors. 


Ask to eae Imperial line at your office equipment dealer’s 


WRITE FO 
iMrentlAL’s 
“OFFICE 
PLANNING 
GUIDE” — 


Complete with floor 
plan, furniture cut- 
outs, decorating 
hints, etc., and 
nearest 
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From the top: Jasper Office Furniture Co.’s model 
ST1759L; Jasper Desk Co.’s model 2F69; Scerbo Mfg. 
Co.’s model 877, and Worden Co.’s model 260-04 


The Leopold Co. describes its Pattern SL-378-60 Con- 
ference Desk.. The Conference Desk combines the require- 
mefits atid ‘fifictions of the Executive Desk and that of the 
Conference Table as well. 

The ample desk top size of 78 inches by 42 inches in- 
cludes a 9-inch overhang on each end and an 8-inch over- 
hang on the back. For a conference it will comfortably 
accommodate 6 directors with ample top space for papers. 

The desk is easily adjustable for height from 29 inches to 
30% inches. . 
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The knee space legs are made of Densiwood, walnut, 
treated by a new patented process which makes the legs 
highly resistant to injury or bruises. 

The smooth, clear finish is baked on, making it tough 
and durable and highly resistant to water, alcohol, and 
cigarette burns. 

The drawer accommodations include a top document 
drawer in each pedestal, four filing drawers for cards of 
other purposes, a ball-bearing suspended, correspondence 
drawer in the upper left pedestal. This drawer is equipped 
with a hand cap sized correspondence file. Then, there 
is the convenient over-the-knee center drawer for pencils, 
erasers, and the usual gewgaws. This desk lists at $320, 
The pattern also comes in sizes 84 inches by 43 inches and 
96 inches by 42 inches. 


Metal Office Furniture Co., manufacturers of the Steel- 
case line of office furniture, features its No. 15001 Execy. 
tive Desk which has a 78 by 38-inch top with overhang at 
back and at both ends. The top is mounted on two stand- 
ard desk pedestals, illustrating the flexibility of this stand- 
ardized line. 

Structurally, the desk has the same construction of a 
skeleton framework within a surrounding steel shell which 
has always featured Steelcase desks and filing cabinets. As 
with all Steelcase desks, there is a choice of new metallic 
finishes and linoleum tops in a range of colors to harmon- 
ize with various room treatments. The desk is currently 
in production and is available to authorized Steelcase 
dealers. 


Myrtle Desk Co. offers a Service Unit (No. 6058 BC) for 
the Pacemaker Series which is an ideal companion piece 
for the executive desk. Especially designed and propor- 
tioned to afford a maximum working surface with a mini- 
mum width (58 by 20 inches), the unit has ample storage 
space in two large cabinets with adjustable shelves and 
separate locks, plus a center drawer. The Myrtle Pace- 
maker Series includes such special features as adjustable 
desk height, cigarette burn-proof top, writing slide in both 
top desk drawers, convenience tray, ball-bearing file 
drawers, suspension file rails, adjustable foot rest and tam- 
per-proof locks. Selected walnut veneers used are finished 
in either regular walnut or frosted walnut. 


Orna Metal Products Co. reports the Skyliner line is fea- 
turing its E-601 Skyliner Executive Desk. 

The E-601 Skyliner Executive Desk measures 60 by 34 
inches and its stretcher-leveled steel top has the Armstrong 
linoleum, anodized aluminum trim, and stainless steel cor- 
ners. Ball-bearing rollers are standard equipment on inter- 
changeable drawers. A central locking device controlled 
by the center drawer has a Yale lock. Being island based 
and having a Skyliner grey finish, makes this desk one of 
the most modern in the steel office furniture field. 

The Skyliner Executive Desk is adjustable in height from 
29 to 30% inches. This beautiful and sturdy desk has a 
suggested retail price of $152. 

“Many Skyliner dealers have this model in stock,” Orna 
Metal Products Co. reports. “Availability in the future is 
good, since the factory is doing their best to clean up 4 
large backlog of orders for this model.” 


Scerbo Mfg. Co. has been producing made-to-order ex- 
ecutive cabinet work as a regular line. The No. 877 desk 
pictured is available in walnut and primavera woods, and 
lists at $924.50. Delivery can be made approximately eight 
weeks after receipt of order. Also available, in the 877 line, 
are tables, overhang desks and other office pieces which 
feature the same fine woods, expert handicrafting and fir- 
ishing. 

Shaw-Walker Co. offers No. 7238 Senior Executive Desk 
which is one of the 76 styles and models of desks manufac- 
tured by the company. Dimensions are 72 inches by % 
inches by 29 inches. Changes in drawer arrangement have 
permitted lowering of the top to the more natural and com- 
fortable 29-inch working height. Center drawer is elimi 
nated and other drawers are made to serve more efficiently. 
All are wood-lined and equipped with work-organizing at- 
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the newest ideas 
in steel office furniture 
are coming from Berger 
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: In creating this new desk and table line, Berger designers discarded all 
: outmoded notions of desk construction ... and fashioned an entirely new 
concept of working comfort for you. 

Both desk and table are /ower...an easy, comfortable 29-inches from the 
floor ... adjustable to 30% inches to suit you. Center desk drawer telescopes 
into the deep roll of the top, and space between desk pedestals is wider to 
give plenty of leg room. Table legs and desk pedestals are gracefully tapered. 
On top, Berger put its famous light “eye-comfort” surface that blends softly 
with papers... offers no harsh contrast ... rests your eyes. Executive Con- 
ference top with roomy 9-inch overhang on three sides allows time-saving 
conferences right at your desk. 

These all-new Berger beauties are truly a desk and table team that give a 
man an air of going places ... with the look of “having arrived.” Office 
furniture dealers are proudly displaying them now, in rich walnut and 
mahogany grain finishes and in modern platinum gray. They'll be glad to 
show you all the 1952 features. Or, write us for descriptive literature. 


BERGER MANUFACTURING DIVISION © REPUBLIC STEEL CORPORATION 
1038 BELDEN AVENUE CANTON 5, OHIO — 
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STEEL DESKS AND TABLES e VERTICAL STEEL FILES 
STEEL STORAGE CABINETS 
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\ue DESK DREAM 
COME TRUE! 


SKYLINER’S the desk to 
“wake-up” your office ...to give it a 
look of alert dignity. Make your dream 
of true desk economy a reality with 
SKYLINER Steel Office Furniture. Its 
longer life means lower cost per year of 


use. Write for name of your nearest dealer. 


Orna-Metal Products Co., 2412 So. Seventh St., St. Louis 4, Mo. 


OFFICE MANAGEMENT AND EQUIPMENT 


cessories to effect economies in time and effort. Has a wal. 
nut or mahogany working surface, backed by steel for 
permanence. Wood moulding around the edge. 

Matching pieces and accessories also available in ma 
hogany or walnut finish include tables, telephone stands, 
hutch, bookcases, costumers and chairs. Other desk models 
are available with overhang top, conference top and plastic. 
bound tan linoleum tops. 


Imperial Desk 
Co. model 
5486-69 


Stow & Davis Furniture Co. shows in an accompanying 
photo how matching units allow expression of individud 
preference in furnishing an office. In addition to correet 
design, the purchaser is assured of the same fine selection 
of veneers as used in the desks, expert cabinet work and 
a matching hand-rubbed lacquer finish because the units 
are finished with the desks. Walnut is used exclusively 


in this group, called the Harwood Progression II. 


The size of the units is standardized and can be fitted 
or arranged in various ways. The interiors can be open 


shelves; closed with swinging or side sliding doors; draw 
ers—box or equipped for filing, or with pull-out arrange 
ment for dictating machines. They can be arranged to stit 
the contour of the office, either in back of the desk ora 
right-angles to the desk in an “L” shape as illustrated. In 
the latter a panel or “free end” can be furnished to support 
the top at the far end. 

These units can be used as individual pieces with tops 
complete or in line as illustrated, with a common top to 
cover all units. Tops are available up to 12 feet in length 
for shelving. 


Executive Furniture Inc.’s 
model 130 
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The use of additional drawers, shelves, ete., in the units 
Milows the desk to be used for conference and the better 
placement of chairs in the room. 


Wells Furniture Mfg. Co., describing its model No. 
4.72 (Size 72 by 34 inches) says, “This conference desk 
<arecent addition to the popular 500 Suite of the “Wells- 
Nade” desk line. The 72 by 34-inch top is set on the stand- 
bd No. 554 frame, giving roomy overhang at each end. 
The recessed back panel permits still another person to 
it and work at the desk comfortably. The busy execu- 
ve can hold conferences with three or more other people 
léking notes or otherwise using the desk.” The model 
komes in genuine oak or walnut. 

Drawers have been chemically treated to maintain sta- 
ity through the years and prevent swelling, warping 
d sticking. Only selected woods and veneers are used 
nthe 500 Suite. The finest adhesives and hardware are 
utilized in the assembly. The natural beauty of the wood 
is preserved and enhanced by a superior finish of great 


hardness, which gives added resistance to marring, scratch- 


ing, stains, such as ink, coffee, etc. Price, $197.22. 


The Worden Co. No. 200 Series desks can be had in any 
bf the regular finishes, with a top in size to please the pur- 
haser. Victure shows one of the desks in the Blonde 
Finish. 


maker. Below, Wells Furniture Co.’s 554 


Above: Orna Metal’s E-601 (top), and General Fireproofing Co.’s Mode- 
72 


Above: Berger Mfg. Div., Republic Steel 5078 (top), and 
the Art Metal Construction Co. A. seman desk. Below, 
rw 


Yawman & Erbe Mfg. Co. No. 4986-OTA 
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Tools of the Office 


This series is also made with a single pedestal desk hav- 
ing an over-hang top and the part overhanging can be at 
either end of the desk. Desk is 29 inches high but is equip- 
ped with elevating glides to raise the desk 1% inches, if 
desired to do so. Only selected materials are used in the 
blonde desk in order to emphasize the beauty of the wood 
and to obtain a uniformity in color. 

Typewriter desks in several sizes, as well as chairs, to 
match, are available. 

Because no two desks ordered will be with the same size 
top, desks are made after receipt of orders and will require 
about ten days for shipment. Regular stock size desks 
available within a week. 

This desk will retail at approximately $150 to $200. 


Yawman & Erbe Mfg. Co. says that with the addition 
of Model 4986-1 OTA to its extensive desk line, Y and E 
now provides a conference top desk in its Executive Suite. 
The new model is even more commodious than the popular 
6789-11 OTA, the first conference top desk produced by 
Y & E, the firm says. 

The Executive Conference Desk features cap width 
pedestals that permit the filing of two rows of letter-size 
material side by side as an alternative to the filing of legal 
size matter from front to back. Space card drawers and 
utility drawers in each pedestal add to its capacity. 


Model 15001 of the Metal Office Furniture Co. 


The 4986-1 OTA is scheduled for early production for 
delivery by the end of the year. Prices will compare with 
those of other items of equipment designed for the top 
executive’s private office. 


Supply Cabinets 


Berger Manufacturing Division of the Republic Steel 
Corp. also puts out a line of steel storage cabinets that 
include double door wardrobes, double door storage cabinets 
and combination wardrobe storage cabinets. There is also a 
line of single door units of smaller capacity. 

Model 8020 and 8030 are variations of the double door 
storage cabinet, 8020 measures 36 inches wide by 78 inches 
high by 18 inches deep. No. 8030 has the same dimensions 
except 25% inches deep. The entire line of storage cabinets 
and wardrobes are identified as the 8000 Line and list 
their standard finishes as olive green, grey, mahogany and 
walnut. Door handles are of chrominum plated cast steel. 


Cole Steel Equipment Co. discusses its No. 349Y Cabinet, 
which is considered most suitable as a private supply 
cabinet for the executive. 

The executive can use this supply cabinet for storing 
private books, papers, supplies, equipment, and even liquor. 
A heavy steel cabinet with combination dial lock, which 
controls a two-way locking device. Three adjustable com- 
partments. Size 37% inches high, 30% inches wide, 17% 
inches deep. Olive green or Cole grey baked enamel finish. 


Globe-Wernicke Co. describes its storage cabinets as be- 
ing full-height, substantially fabricated of high quality fur- 
niture steel; equipped with four steel shelves adjustable 


every half-inch. Additional shelves are available at extra 
cost. Doors of cabinets are fitted with a reinforcing panel 
on the inside and swing on serviceable hinges. Grooved 
key lock controls the strong, serviceable, three-point lock- 
ing device which assures adequate protection and privacy. 
Storage cabinets are available in grey or green finish. 

Globe-Wernicke steel storage cabinets are 78 inches high, 
36 inches wide. Cabinets come in two depths: No. 2318-C, 
18 inches deep; No. 2324-C, 24 inches deep. 


Hom-O-Nize Co. makes Model 30-B bookcase which is 
one of its new products. It fills a need of many office 
people for a compact, attractive, low-cost bookcase. Di- 
mensions of this unit are 30 inches high by 34% inches 
wide by 1134 inches deep. It is a sturdily built unit with 
modern appearance which lends itself to any office require- 
ment. It is adapted for use as a companion piece to a desk 
or may be used individually or in a grouping for general 
bookcase utility. 


The Jayem Sales Corp. has developed a line of compact 
shelving units that will satisfy the demand for small shelv- 
ing units needed in every office, factory, bank, hotel, institu- 
tion, professional office, stock, shipping and showrooms. 
They are available in a variety of sizes ranging from a 
four-shelf unit 20 wide by 1114 deep by 29 inches high 
(desk height) to a seven-shelf unit 30 wide by 11% deep 


Left: Storage cabinets of Lyon Metal Products Inc.; Globe- 
Wernicke Co., and Cole Steel Equipment Co. 


Below: Home-O-Nize Co.’s model 30B steel bookcase, and 
Stansteel Corp.’s model HGW cabinet 
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10 DRAWER 
STEEL UNITS 


. 
16,000 Card 
Capacity 
e 


Built To Last 
A Lifetime 


Electrically welded. Stacking feature for additional draw- 
ers. Olive green and Cole gray baked enamel. 


No. Card Height Width Depth Price 
10335 3x5 40%” 12%" 16” $41.50 
10346 4x6 45%" 14%" 16” 46.00 
10358 5x8 505%” 18%” 16” 58.00 
10369 6x9 55%” 20%” 16” 70.00 


With locks $2.10 extra per drawer. 


No. 2712 
LETTER-SIZE 


$3935 


No. 66 

DRAWER PARTITIONS 

PRICE ...85¢ PER SET 
Order by Number 


Lock for all drawers... $10.00 additional 


MULTI-DRAWER CABINET. Contains 27 drawers (let- 
ter-size). Ideal for office forms, printed matter, photo- 
@aphs, etc. Green or Cole gray baked enamel finish. 
Outside dimensions . . 37%” high, 30” wide, 13%” deep. 
Inside drawer dimensions. .3%” high, 9” wide, 12” deep. 
LEGAL SIZE No. 2716 
with 16” deep drewers + ere of 12” drawers... $49.95 


Rites slightly higher n Te s, Colorado and West of the Rockies 


STeel eQu 


$950 


The above file equipped with a combination 
dial lock (only YOU know the combination). 


No. 1200Y Letter Size........ $] 45° 
No. 1500Y Legal Size $1535 


LETTER FILE. Made of heavy gauge furniture steel, 
electrically welded throughout. Smooth gliding ball- 
bearing rollers for easy action even when heavily 
loaded. Extra heavy formed reinforced channels run 
full length of case inside. Olive green finish. 


Width Height Depth Price 
No. 1200 Letter Size... OERES AIRY Fy 12%” 24%" $9.50 
No. 1500 Legal Size... 17” 12%" 245%" 10.25 


PORTABLE FILE. Keep your private papers really pri- 
vate. A compartment with lift cover under lock and key 
for current records and visable data, plus a ball-bearing 
suspension filing drawer for other records. 4 swivel 
castors and 2 spring compressors. 


No. Greenmor Gray knotty pine finish 
854—30'%" High, Letter Size................... $44.95 $53.95 
858—30%" High, Legal Size............... $54.95 63.95 


Additional lock for lower drawer odd $2.50 


.: oa mS eres etter 17, Sl 
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COLE’S 


Top index drawer 


be used for cancell 


oP 


! COLE TEEL EQUIPMENT CO., INC., 285 MADISON AVE., NEW YORK 17, NV 
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SAVES TIME... All your records at your finger tips 
SAVES MONEY... Prevents pilfering of supplies and tools 


REALLY PRIVATE... Concealed vault safeguards your valuables 


The “MERCHANTS” File 


A heavy gauge steel cabinet containing two 
ball-bearing letter files, index drawer for 
3x5 or 4x6 cards (3200 cap.); 2 adjustable 
compartments under lock and key; steel 
safety vault with large vault size dial lock 
(only YOU know the combination). 


32” high, 30%” wide, 17%” deep. Olive 


green or Cole gray, baked enamel finish. 


ZL bw GGIZ 


With plunger lock which automatically locks 
all drawers. No. 1370PL......... $57.45 


The “EXECUTIVE” File 


Two ball-bearing letter 
files. Two adjustable com- 
partments, under lock and 
key, two index drawers for 
3x5 or 4x6 cards (6400 ca- 
pacity). 37%” high, 30%” 
wide, 1742" deep. Olive 
green or Cole gray, baked 
enamel finish. 


No. 1478 ..... $59.95 


With plunger-type lock which 
automatically locks all draw- 
ers. No. 1478PL..... $67.45 


The “DIRECTOR” File 


Similar to above except in- 
stead of the card drawers 
a third letter size filing 
drawer has been added. 


No. 1473 ..... $53.95 
The above with plunger lock 


that automatically locks all 
drawers. No. 1473PL.. $6) 45 


Grained walnut, mahogany or knotty pine finish S12. 5OQadditional. 
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PRONTO STORAGE FILES 


for less active records.. 


OTHER SIZES AND PRICES 


Inside Dimensions FIBRE BOARD STEEL 
SUGGESTED USES a, — 
U - - ya 
. File PRICE File PRICE 
tom Meight tong No. Single Carton No. Single Carton 
Letter Size..-§.. | 12% .. 10%, ..24 | E210 . . $3.55. . $3.45 1210. « AS. . A 
Letter Size 12 Ct «7g E210S “7°: 3.35 12108.. 435.. 4.2 
Legal or Cap_._.__ 5% ..10%,..24 | E510... 435... 4.25 IS10L.. 5.60.. 5.50 
SS ee 10% .. oe Elo? .. 3.20... 3.10 « 395... 38 
*2 Rows 8x5 Forms___ 10% .. -.-24 | E108 .. 3.50.. 3.40 W8L.. 4.25.. 4.15 
*Invoices or 2 Rows 8x5 10% .. -- 18 | E108M. 3.45... 3.35 108M . 4.15... 4.05 
Freight Bills L), ae aes oo 20... W7IL.. 355.. 3.45 
ae t ee «224 | E104... 3.05... 2.95 L.. 395 .. 388 
Drafts or Checks. % .. 24 « 2... 2 1941L.. 300.. 2.90 
Drafts or Checks___ oe -- 18 | E94M . 2.35... 2.25 941M. 2.95.. 
5x8 Forms __ ee -. 24 bes .. 2.70... 2.60 GIL... 3230.. 3 
Deposit Slips ( (2 Rows) Rows) oe -- 15 | Es .. 260.. 2.50 1851S... oe BO 
Deposit SI 8% .. ~+ 24 oso O.. 2 184IL.. 3.00... 
Tabulating Cards __ «+ 3%..24 | E73 .. 240... 2.30 (731L.. 2.95 .. 2.06 
*3x5 Cards (3 Rows)__ 1 on -- 24 | 664 1. 435... 425 645L.. 5.60.. 
*4x6 Cards (2 Rows)__ (1. S ot BM | OEM . RD. 3.00 12445L.. 3.95... 3.85 
*3x5 Cards (2 Rows)__ 10% .. «24 | E103 .. 3.05... 2.95 03L.. 3.85.. 3.75 
veqeners (Veright -- 10%4..24 | 6592... 3.35.. 3.25 ie2L.. 4.25... 4.15 
Ledger Sheets _____ 212 ..24 |] EO 2. 405.. 3.95 912L.. 490.. 4.80 
Ledger Sheets ___ 12% ..12%..18 | E12 .. 5.15... 5.05 1212M . 6.70.. 6.60 
*These numbers have removable divider partitions. {Packed 6 to a carton—all others 12 to a carton. 


FORM 1182 
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Letter Size $355 
Legal Size $435 
Check Size $2.40 


STURDY CONSTRUCTION — Prontos are built 
275-lb. test corrugated fibre board and 
forced with steel on the shell and the four ce 
of the drawers. 

SAVE FLOOR SPACE — Constructed so that 
interlock into solid units and stack as high 
the ceiling, saving valuable floor space. 


LOCATE YOUR RECORDS EASILY — No more 


of fussing and fuming. With Pronto files you 4 


get at all records just as easily as in your 
active files. 

BEAUTIFUL APPEARANCE — Pronto files are 
tiful in appearance, finished in an attractive ° 
green. The steel drawer front matches your 
lar active office files. 


Prices slightly higher in Texas, Colorado and West of the Rockies 


PRONTO FILE CORPORATION 
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Underpaid Executives 
(From page 46) 


ficers, on the average, increased their earnings by less 
than 16 per cent. However, during this same period 
the cost of living skyrocketed 43 per cent and the 
average industrial worker increased his earnings to 
4g per cent. 

A further analysis of this same group of companies 
discloses that during the period 1945 through 1950, 
net income increased 130 per cent. 

One can reasonably state, therefore, that the aver- 
age executive salary in most instances has not kept 
abreast of the cost-of-living spiral and that his per- 
centage rate of progress has been substantially less 
than his white collar and production worker con- 
temporaries. We can also conclude that the average 
business corporation is far more sensitive to the de- 
mands of organized labor than it is to the require- 
ments of rewarding initiative, creativeness, and sound 
judgments that form the bulwark of the doctrine of 
“Free Enterprise.” This is a serious indictment of 
corporate salary policies. 

Primarily, this condition is due to the fact that the 
average corporation does not have an organized salary 
program for its management personnel. Lack of such 
organization makes the complex problem of establish- 
ing appropriate executive salaries exceedingly diffi- 
cult. Without objectives, without administrative con- 
trols, executive salaries tend to drift into a mire of 
inequities both in terms of internal as well as external 
salary comparisons. 

This, of course, creates and magnifies the problem 
of managerial attitudes, encourages piracy, and creates 
the atmosphere in which the calibre of management 
personnel will decline in proportion to how rapidly 
the percentage differential between the salaries of 
executive and routine personnel narrows. ‘Thus it 
becomes exceedingly important to organize executive 


salaries within a formal framework, so that the indi- 
vidual company can determine objectively how good 
or how bad its executive compensation policies are. 
Such organization is developed through: (a) the 
establishment of a hierarchy of executive positions 
based on the functional content of positions, and (b) 
the establishment of salary levels for this hierarchy 
which compensate for skill and responsibility. With- 
out a formalized job evaluation, this cannot be accom- 
plished. 

Research discloses that the variables of profit, sales 
volume, and type of industry are very important to 
the determination of corporate officers’ salaries. 

Information, regarding corporate officers’ salaries 
by industry, has been broken down into sales and 
profit brackets so that a company cannot only com- 
pare itself to industrial companies having similar sales 
or profit pictures. 

We believe the analysis should, however, include 
additional information on officer salaries of directly 
competitive companies and not only include sales 
and profits, but should also cover the relationship 
of profits to sales (profit margins) over a reasonable 
period of time. Profit margins will tell us something 
about the effectiveness of our company’s administra- 
tion and whether or not we are comparing ourselves 
to growing, static, or dying companies. It is only by 
such a broad analysis that we can determine the ade- 
quacy of our corporate officers’ salaries. 

As this analysis concerns itself primarily with cor- 
porate officers, we must utilize this information to 
judge the adequacy of salaries of other managerial 
positions. To aid us we have two useful tools: 

(1) The fact that AMA research findings show that 
a consistent percentage relationship exists between 
the compensation of the corporation’s president and 
some of its major executive classifications. For ex- 
ample, by regarding the president's salary as 100 per 


(To page 94) 


Equipment Round-Up com ». 64) 


by 57 inches high; shelves are adjustable every four inches. 
Colors: green and grey hammertone and white enamel. 
Conveniently packaged K.D. in shipping carton 134 inches 
thick by 12 inches wide. Immediate delivery. 


Lyon Metal Products, Inc. have a line of storage and 
supply cabinets. No. 2 storage cabinet has double doors 
that swing open full 180 degrees. Four shelves adjustable 
every 2 inches without tools. Extra shelves may be added 
if required. Rounded front corners, three point locking de- 
vice, no bolt heads on front or sides. 

Size: 36x 21x 78 inches. Price $50.75. 

Accurate shipping information is unavailable at this time, 
due to the current steel situation. 

Somewhat more specialized is No. 1 cabinet (flat drawer 
file) for flat storage of drawings, blueprints, maps, charts, 
strip film, X-rays, etc. Hinged paperweight on front, and 
Protective hood on back of drawer prevent edges of paper 
from curling. Stops prevent drawers from being pulled out 
accidentally, but are easily released when desired. Each 
cabinet has five drawers. May be stacked one above the 
other to any height desired. May be had with or without 
attachment that locks all five drawers with one padlock. 


Stansteel Corp., manufacturers of steel office and indus- 
trial equipment, discuss two types of cabinets—style MT-1, 


combination display table and supply cabinet. Size 24 
inches deep by 48 inches wide by 32 inches high, equipped 
with sliding doors, one shelf, finished in a buff baked-on 
enamel. This item is shipped knocked down. 

Styles FGW and HGW have sliding glass doors, combi- 
nation display and supply cabinets, size 18 inches deep by 
36 inches wide by 72 inches high. 


Jayem Sales shelfunit and 
Berger Div. closet 
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eves in the best working atmosphere and the | 
office equipment. A management like that 
cts the best personnel. They have chosen CRESTLIN 
- Steel Office Desks “and Files t caus ¢ CRESTLINE 


omty “STEEL equipments AVENEL, NEW lasted 


PEOPLE IN THE NEWS 


Jack I. Straus, president, R. H, 
Macy & Co. Inc., announced recently 
the election of three noted individuals 
to his firm’s board of directors. They 
are: Abraham L. Bienstock, lawyer; 
Gardner Cowles, newspaper and mag- 
azine publisher, and Robert Mont- 
gomery, actor-producer and television 
executive. They will fill two existing 


From the left: Gardner Cowles; Robt, 
Montgomery; A. L. Bienstock 


vacancies, and a third created by the 
resignation of Edward K. Straus, who 
recently transferred to California to 
become the executive vice-president of 
Macy’s San Francisco branch. 

Mr. Bienstock, a native New York- 
er, is a member of the Association of 
the Bar of the City of New York, the 
American Bar Association, the New 
York County Lawyers’ Association, 
and the New York State Bar Associa- 
tion. He is a director of various cor- 
porations, including Telenews Produc- 
tions, Inc., the (Cincinnati) Enquirer 
Building Co., Young America Films 
Inc., and Transcontinental Properties 
Inc. He is also a director of the 
B. de Rothschild Foundation. 

Mr. Cowles, a native of Des Moines, 
Iowa, is president of Cowles Maga- 
zine Inc., publishers of Look and 
Quick; president of the (Des Moines) 
Register & Tribune Co. Cowles 
Broadcasting Co.; chairman of the 
board of the Minneapolis Star and 
Tribune. He is a director of United 
Air Lines, Bankers Life Co. (Des 
Moines), Iowa Wesleyan College, and 
the Iowa-Des Moines National Bank 
and Trust Co. 

Mr. Montgomery is executive pro- 
ducer of television at the National 
Broadcasting Co., New York. He is 
also a director of Neptune Produc- 
tions, a television production com- 
pany. He has acted in more than 30 
feature films, and numerous TV plays. 


Dr. Robert B. Dean, former assis- 
tant professor of chemistry and di- 
rector of chemical research at the 
University of Oregon, has joined the 
Borden Co.’s chemical division as 
chief analytical chemist of its resin 
plant, Bainbridge, N. Y. 

Author of Modern Colloids, Dr. 
was a consultant for the chemical di- 
vision’s Springfield, Ore., plant before 
assuming his new post. He is a mem- 
ber of the Phi Beta Kappa, Alpha Chi 
Sigma, American Chemists Society, 
Society of General Physiologists, and 
the Society for Freedom in Science. 


(To page 73) 
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Here’s the 


—with RCA Modernphone 


Here’s complete flexibility in interoffice communica- 
tions. RCA’s new Modernphone System. 


With Modernphone, you find your man in an instant. 
Just push a button, and-you’re connected. No need to 
put your call through your switchboard—no need to 
tie up your switchboard extension with inside calls. 

For faster office operation, for substantial savings in 
interoffice communication, check Modernphone right 
away. Mait Coupon Now. 


PUSH A BUTTON 
NO DIALING 


Sound Products, Dept. 159K, RCA, Camden, N. J. 


O Please arrange a free demonstration of Modernphone in my office. 


OD Please send me literature on Modernphone. 


-----------4 


Name Title 

Company 

Address City 
RADIO CORPORATION of AMERICA Zove. State 
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Here’s How 
Linen Supply Works... 


You buy nothing... your 
linen supply dealer sup- 
plies everything. The low 
cost includes cabinets, pick- 
up and delivery, provides 
automatic supply of fresh- 
ly laundered towels and 
uniforms. Quantities can 
be increased or decreased 
on short notice. Local 
service is listed in your 
classified book under SER- 
VILINEN, LINEN SUPPLY 
or TOWEL SUPPLY. 


Fatrtax-Towels 


A PRODUCT OF WEST POINT MANUFACTURING CO. 
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*Fairfax individual towels used by Lever House are serviced 
by Union Towel Supply Company of New York City. 


Lever House, newest and most modern 
of New York’s skyscrapers, uses COTTON TOWELS™ 


e This new, ultra-modern office building on swank Park 
Avenue is headquarters in the United States for Lux, 
Rinso, Surf and the other products of Lever Brothers. It is 
only natural that a company so vital.y interested in cleanli- 
ness should use COTTON TOWELS. Lever Brothers have 
long used COTTON TOWEL SERVICE. The 1200 employees 
housed at Lever House will continue to enjoy the extra 
comfort afforded by soft, absorbent cotton towels. 

Whatever your towel problem... whether you operate 
a factory, institution, office or store . . . you can be sure 
that soft, gentle, absorbent cotton towels will do the best 
job in promoting employee morale, building customer good 
will, increasing tidiness in your washrooms and cleanliness 
among your employees. 

For free booklet that tells how COTTON TOWEL SERVICE 
will save you money and increase sanitation and efficiency, 
write Fairfax, Dept. D, 65 Worth Street, New York 13. 


Clean Cotton Towels... 
Sure Sign of Good Management 


* WELLINGTON SEARS CO., SELLING AGENTS, 65 WORTH ST., NEW YORK 13 
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~ PEOPLE IN THE NEWS 
(Continued) 


I 


Frank Schumacher was recently 

pa a director of Italian Swiss Col- 
y, an Francisco wine and brandy 

producers. 

Mr. Schumacher 
has been controller 
of the firm, which is 
a subsidiary of Na- 
tional Distillers 
Products Corp. since 
1948. Before that he 
was associated with 
Price Waterhouse & 
Co., San Francisco. 
He is a native San 
Franciscan, and a 
member of the California Society of 
Certified Public Accountants. 


fF. Schumacher 


Robert Miller, secretary of Royal 


Typewriter Co., New York, has ac- | 


cepted chairmanship of the office 
equipment division 
in the 1952 fund 
raising drive of the 
Travelers Aid So- 
ciety of New York. 
Mr. Miller will en- 
courage industry 
support for the 
work of Travelers 
Aid which last year 
furnished vital assis- 


tance to over 121,- R. Miller 
000 lost and strand- 
ed people in New York. For nearly 


50 years the society has aided the 
city’s travelers in distress, providing 
a staff of trained workers in all the 
major terminals and at every incom- 
ing passenger ship. Their goal this 
year is $406,000. 


Pitney-Bowes Inc. announced re- 
cently the appointment of William F. 
Long Jr. as manager of its Provi- 
dence, R. LI., sales 
and service office to 
succeed Robert T. 
Foley who has been 
named manager of 
the New Haven, 
Conn., branch. 

Mr. Long had 
been a member of 
the firm’s Philadel- 
phia sales organiza- 
W.F.Long,Jr. tion since joiring 

the company in 
1946. In his new position he will 
direct a program aimed at extending 
metered mail service to smaller busi- 
nesses in the Providence area. Other 
Principal cities served by the Provi- 
dence branch include Pawtucket and 
Woonsocket, R. I.; and New Bedford, 
Falls River, and Brockton, Mass. 


James McKown 3rd has been named 
assistant contract sales manager of 
Bigelow-Sanford Carpet Co. New 
York, according.to an announcement 
by Robert W. Neall, contract sales 
Manager. He replaces Fred A. Roff, 
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if you ha i 


ors 


seal virtually i 


. then you want CLEEN-SEA 


~CLEEN-SEAL master units and 


A. B. DICK COMPANY, Dept. OM-1152-S 
5700 Touhy Avenue, Chicago 31, Illinois 


I'd like FREE samples of A. B. Dicl. CLEEN-SEAL master sets and 
your catalog of supplies for spirit duplicators. 


NAME 


POSITION 


SCHOOL 


MAKE OF DUPLICATOR 


ADDRESS. 


ZONE 
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Finger grip never 
touches ink. No chance 
for ink to touch you. 


TO SELECT OR 
REPLACE ... HERE'S 


‘Ink - Locked’' against 
ALL YOU DO 


accidental spillage. Can't 
leak. Won't flood.As easy 


to clean as a saucer. 


Base holds 40 times 
more ink than ordinary 
fountain desk pen sets. 


Single and double sets in 
service and executive models 
to harmonize with any desk. 


wil upon or coo writ 


Only a few of the more popular point styles shown. All points instantly replaceable in case of damage. 
ASK YOUR STATIONER FOR A DEMONSTRATION 


“444” DESK PEN SETS 


The Esterbrook Pen Company, Camden 1, New Jersey 
The Esterbrook Pen Company of Canada, Ltd., 92 Fleet St., East; Toronto, Ontario 


COPYRIGHT 1952, THE ESTERBROOK PEN COMPANY 
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PEOPLE IN THE NEWS 
(Continued) 


Jr., who has resigned to join Amog 
Parrish & Co. 

Mr. McKown assumes his new 
ties after almost three years as 5 
sales manager. He came to Bigg 
Sanford in 1948 and, after complgl ; 
the company’s sales training ¢ ’ 
Was assigned as a salesman ig 
New York office. 


William H. Gove, sales develo: 
manager of Minnesota Mining & 
Co., is one of eight American busi 
men who last month 
flew to Europe for 
“operation enter- 
prise.” National 
Sales Executives 
Inc., sponsors of the 
trip (the third of its 
kind so far), an- 
nounced that the 
eight executives 
“will point out to 
our European 
friends that mass 
production and productivity are neq 
enough, that prosperity and empl 
ment depend on sales, advertising, 
creative selling to maintain and¥ 
pand our free economy.” 

Mr. Gove, together with his 
traveling companions, will hold 
nomic discussions in Sweden, Fin 
Norway, Denmark, Holland, Belgigj 
France, and Great Britain. 

Other objectives of the trip, ¥ 
sponsors said, are: to point out @ 
selling is the keystone of our eq 
omy, giving the consumer grea 
freedom of choice than the Coma 
nist way of life, and to exchange idea 
with Europeans. . 

Mr. Gove joined M&M as a salé 
man in 1943, and has held his pres 
position since 1947. He averages @ 
talks each year on successful sell 
techniques, traveling some 80,000 m 
to give them. 


W. H. 


D. Lloyd Allor, director of 
training, Victor Adding Machine @ 
has been appointed chairman of Gam 
office equipment and service sectif 
for the 1953 Community Fund Da 
in Chicago. 

The fund has a goal in Chicago 
$9,870,000 to provide welfare servi 
for 188 organizations. 


Plus Computing Machines Inc., N 
York, announced last month the ele 
tion of Henry R. Mathien as presid 
of the corporation. Plus is a subsid 
ary of Bell Punch Ltd. of Engla 
and exclusive national distributor i 
their line of adding and calculati 
machines. 

Mr. Mathien, who arrived from Lé 
don on October 7 to assume his 0 
duties, succeeds W. B. Sheldon, a 4 
rector of Bell Punch Ltd. now slai 
to serve as chairman of the board f 
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les! 2 hands do the work of 10... 
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ooo WHEN SHE USES 
THE DUPLICATOR! 


One typist can literally do the 
work, not of five, but of ten if she 
uses the office duplicator to turn 
out multiple copies of important 
conference reports, sales letters, 
bulletins, price lists...and when 
she uses Hammermill Duplicator 
paper, only one typing, only one 
checking is necessary. Every copy 
will be clear, easy to read. 

Hammermill Duplicator works 
equally well on either spirit or 
gelatin machines. For variety in 
attention value, it comes in white 
plus five distinctive colors with 
envelopes to match. 


Send the coupon now for 
an up-to-date sample book 
of Hammermill Duplicator 
and the helpful idea-book 
“Duplicator Facts.’ 


fee 2@ @ es eS eS eS ee ee eee es ee aa | 


(Please attach to, or write on, your business letterhead.) OM-NOV. 


cme cee eee eee eee ee ee ee ie ee 
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! Hammermill Paper Company, ! 
1 1471 East Lake Road, Erie 6, Pennsylvania : 
1 
| Fiease send me—FREE—the sample book of Hammer- | 
{mill Duplicator and the idea-book, “‘Duplicator Facts.” J 
1 1 
1 | 
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It follows the girl’s back around all day 


Sturgis engineers patented a regular clinging vine of a back support for stenographic 

and clerical chairs, called Follow-Flex. Let the girl turn right or left, lean 

forward or backward, the ingeniously steel-springed Follow-Flex clings faithfully to her back. 
She loves it. So should you. A girl whose back is supported and relaxed all day 

long by a Sturgis Follow-Flex is an efficient and valuable girl, 

Although Follow-Flex puts in a busy 


day, day after day, it is built so well it 


will last as long as the chair itself — 


and that’s a long, long time. 


You can’t see all 
the quality that’s 
engineered into 
Sturgis chairs. 


The secret of Follow-Flex is this steel 
spring which serves as a flexing agent be- 


tween the comfortably padded backrest 


and the tubular steel back posts. 


Sturgis chairs are engineered for keeps 


You can’t see all the quality engineered into a Sturgis 
chair but it’s there in full measure—and because it’s there 
a Sturgis chair is a long term investment in office comfort 
and efficiency. Today the finest executive, secretarial, 
clerical, guest and institutional metal chairs are being 
produced by The Sturgis Posture Chair Company, 
Sturgis, Michigan. 
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Plus. Prior to his new appointment, 
Mr. Mathien was Bell Punch’s assis- n cases 0 0 
fant export manager. During World 


War Il he served for two years in 


Italy with the United States 88th In- . your photocopy machine will cut 


fantry Division. 


2 J 
Hypointment of W. BR (BUN manual transcription costs 


Browne as assistant advertising man- 
ager for Remington Rand Inc. was an- 
nounced recently by 
S. H. Ensinger, vice- 
president and man- 
ager for advertising 
and public relations. 
Mr. Browne had 
been sales promo- 
tion manager for the 
firm’s dealer sales di- 
vision since 1949. 
A native of At- 
W.R. Browne  anta, he attended 
the University of 
Georgia. His previous business affili- 
ations include Cloister Printing Corp., 
>} New York; Solvay-Geddes News, Sy- 
1 racuse; the R. H. Macy organization; 
‘| Montgomery Ward & Co., and Allied 
+} Stores Corp. He joined Remington 
Rand in 1945 as an advertising ac- 
count manager. 


Your photocopy machine is designed to copy any 
document or record which is now being tran- 
scribed manually in your office. And—in 4 cases 
out of 5—it will do the job for a fraction of the 
cost... and always with 100% accuracy. 
_ Double-check your 
routines now—compare 
costs: You can greatly 
reduce costly manual 
transcription . . . copy- 
checking . . . and mis- 
me, takes—all at once— 
simply by putting 
your photocopy ma- 
chine to work on a “full- 
time” basis, 


Tools Schedule For the best photocopies, use 
______ (From page 59) ee, Kodagraph Contact Paper 

asen ae This new paper is made by 

The Globe-Wernicke Co. Kodak for use in all types of 


5025 Carthage Ave., Cincinnati, Ohio 


Hedges Mfg. Co. contact photocopiers. It re- 


2931 Wentworth Ave., Chicago produces all documents in 
Hillside Metal Products, Inc. : 
262-270 Passaic St., Newark, N. J. dense photographic blacks, 
Home-O-Nize Co. clean whites . . . with new spar- 
3rd & Oak Sts., Muscatine, lowa kle and legibility. And it’s eas- 
Interior Steel Equipment Co. : ical 
2352 E. 69th St., Cleveland, Ohio ler, more economical to use— 
Invincible Metal Furniture Co. no more split-second timing or 
842 S. 26th St., Manitowoc, Wis. . ; 
Een hile. Co. trial-and-error testing. Order it 
31Coffey St., Brooklyn, N. Y. ...and see for yourself. 


Keystone Steel Equipment Co. 
1914 So. Water St., Philadelphia 


weir cy | Kodagraph Contac? Paper 


re 16 Madison Ave., Aurora, Ill. “‘THE BIG NEW PLUS’ IN THE OFFICE COPY FIELD 
bi Maso Steel Products 


81 W. Van Buren St., Chicago — 
Ridwest Metal Mfg. Co. 
1818 N. 18th St., St. Louis, Mo. 72 
Parker Steel Products, Inc. Mail coupon EASTMAN KODAK COMPANY 
54-60 Columbia St., Brooklyn, N. Y. for Industrial Photographic Division 
Pines Mfg. Co. free booklet Rochester 4, N. Y. 
, 9222 Addis St., Dallas 
ag go ate a Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
. . « BOX ’ ériorte, . . : ” ss P 
: Security Steel Equipment Corp. duction”... your new, free booklet giving full details on Kodagraph Contact Paper. 
: _ Manhattan Ave., Avenel, N. J. Name h 
landard Steel Equipment Co. 
117-20 14th Rd., College Point, L.I. N.Y. Sages 
, Supreme Steel Products Inc. Company 
: 52-85 74th St., Maspeth, L. I., N. Y. 
; Top Flight Products Street 
6224 So. Oakley Ave., Chicago City 
Vanguard Mfg. & Engineering Co. T0ADE-maeK 
53 W. Jackson Bivd., Chicego Zone State 


Victor Safe & Equipment Co. 
315 Fourth Ave., New York 
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1. When temperatures exceed 350° F. (ith the heat of a match flame), paper chars. If you’re 


entrusting business records to an old safe, or any safe without the Underwriters’ Laboratories, 
Inc. label, expect it to act only as an incinerator above 350° F. 


How much heat 
does it take 


... to put you out of business? 


2. W could put you out of business. 43 out of 
100 firms that lose their accounts receivable, 
inventory and other records by fire never 
reopen. And don’t feel any safer because 
you’re in a fireproof building. 


3. A fireproof building simply walls in and 
intensifies a fire inside an office. And note 
the clause in your insurance policy that 
says: “‘Proof-of-loss must be rendered within 
60 days.”” How could you—without records? 


The risk is too great. Don’t take it. Find out today, 


how little it costs to protect your records—and 


our business 


future—with a modern Mosler “‘A” Label Record Safe. It’s the 
world’s best protection. Meets the independent Underwriters’ 
Laboratories, Inc. severest test for fire, impact and explosion. 


IF IT'S MOSLER ...IT'S SAFE 


Se Mosler Safe@ 


World’s Largest Builders of Safes and Bank Vaults 


Consult the classified telephone directory for name of the Mosler 
dealer in your city, or mail coupon now for free informative material. 


The handsome new Mosier “A" Label 
Safe designed by Raymond Loewy 
brings, at no extra cost, distin- 
guished beauty to any office. New 
convenience and security features NAME 


THE MOSLER SAFE COMPANY ¢ Dept. OM-11, Hamilton, Ohio 

Please send me (check one or both) : 

O Free Mosler Fire DANGERater which will indicate my fire 
risk in 30 seconds. 

O Illustrated 
Record Saf 


catalog, describing the new series of Mosler 
es. 


POSITION 


include the “Counter Spy” 


with numbers on top of dial to FIRM NAME 

eliminate stooping and visible only ADDRESS. 

to person working combination. 

Many models to fit your need. city. I iT csatinicteicnane 
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AMA REPORT FOR 1951-52 
SHOWS 14,200 MEMBERS 
INCOME OF $1,300,000 


The 29th annual report of the Amer. 
ican Management Association, for the 
year ending May 31, 1952, was released 
recently to members of the organiza- 
tion. The report covered the asso- 
ciation’s activities throughout the 
twelve months concerned, activities 
which included conferences, workshop 
seminars, management courses, and 
briefing sessions. It describes as well 
work done by the association’s three 
publications, and its research and in- 
formation services. Mention is made 
of exhibits held during the year, and 
the status of membership, attendance, 
and finances within AMA. 


According to the report, the associa- 
tion’s meetings drew a record attend- 
ance of nearly 14,000 executives dur- 
ing the 1951-52 year. Included in the 
12-month meeting schedule were twelve 
national conferences (sponsored by 
AMA’s eight divisions), 184 workshop 
seminars, 3 briefing sessions on topics 
of “national urgency,” and seven units 
of their newly-established management 
course. More than 8,000 inquiries for 
management information were received 
and processed, the report says: Mem- 
bership reached an all-time high of 
nearly 14,200, approximately 9,500 of 
these being company members (as op- 
posed to individual members).  In- 
come for the year reached nearly $1,- 
300,000; expenses came close to $1,- 
176,500. The association’s working 
and reserve cash at the end of May 
was reported at approximately $410,- 
000. 

The report also includes a table of 
organization and lists of officers in 
each of the association’s divisions. 
Headquarters of AMA are at 330 W. 
2nd St., New York. 


Marchant Opens Four 
New Sales Offices 


The opening of new sales and serv- 
ice offices in four cities for Marchant 
Calculators Inc., was announced re- 
cently by Edgar B. Jessup, president 
of the company. The cities are Lorain 
and Mansfield, Ohio; Pontiac, Mich. 
and Ogden, Utah. 

Charles E. Martin was appointed 
agency manager of the new Lorain 
office, which is located at 945 Broad- 
way. The Mansfield branch, located 
at 57 South Mulberry St., will be man- 
aged by Richard C. Steiner. Glen U. 
Hinds will be in charge of the Pontiac 
branch at 15 W. Lawrence St. The 
Utah office, under the supervision of 
Gil H. Meacham, is in Ogden’s Kissel 
Building. 


John Falkner Arndt New 
Agency for Cochrane Corp. 

Cochrane Corp., Philadelphia, pro- 
ducers of water treating equipment, 
announced recently the appointment 
of John Falkner Arndt & Co. Inc., as 
its advertising agency. 
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PAPER WORK! _ PAPER worK! 


| GET IT DONE! 


QUICKER and CHEAPER 


‘| with XEROX copying EQUIPMENT 


e 
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y ORIGINAL PAPER MASTER MULTIPLE COPIES 
f From original to multiple copies 


in 3 minvtes 


with xerography and offset duplicating 


Offset paper masters of office forms, memos, 


t data, specification sheets, engineering draw- 
: ings, etc. are made by xerography in less than 
n three minutes. Multiple copies are then run off on 


offset duplicators. This combination offers the 


d quickest and most economical method used by 
. hundreds of large and small businesses. 
. Because it is a dry, direct positive copying 
. process requiring no intermediate negative, 
: xerography eliminates darkroom, chemicals, 
, fumes, fuss and muss. Get it done quicker and 
| cheaper with xerography. 
THE HALOID COMPANY 
Write dar cuss hitotien honing 52-197 HALOID STREET * ROCHESTER 3, NEW YORK 
‘ how oil types of conipanies are sav- BRANCH OFFICES IN PRINCIPAL CITIES 
| | ing time and money with xeropraphy cia ond he Teh amin Heche «Pacey 
s Materials for the Graphic Arts * XeroX Products for xerography. 
. 
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PEG-BOARD is a combination of perforated hardboard matched with over 60 
hanging fixtures . . . file folder racks, shelf brackets, hooks, magazine racks, etc. 
... all instantly interchangeable without screws, nails or tools of any kind. 


PEG-BOARD adds space and efficiency to an office, because it takes 
objects off the floor or desks and arranges them neatly on the wall. PEG-BOARD 
panels are available in several sizes—take paint wonderfully. Be sure to include. 
PEG-BOARD in your office modernization plans. 


FREE descriptive literature 
write today to your nearest 
AUTHORIZED DISTRIBUTOR 
NEW YORK @ PEG-BOARD OF NEW YORK 
131 E. 64th St., New York 21, N. Y. 
CLEVELAND @ DAVIS PLYWOOD CORP. 
12555 Berea Rd., Cleveland |!, Ohio 
MIAMI @ A. H. RAMSEY & SONS, INC. 
71 N.W. 11th Terrace, Miami, Fla. 
LOS ANGELES @ PEG-BOARD OF CALIF. 
4833 Exposition Blvd., LA. 16 
MINNEAPOLIS @ L. E. HIER EQUIP. CO. 
23 North Sixth St., Minneapolis, Minn. 


Manufactured by 
© 12 B. B. BUTLER MFG. CO., INC, (3160 Randolph St., Bellwood, Illinois 
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ASSOCIATION NEWS 


NOMA’s York, Pa., Chapter will 
hold its fourth biennial office equip- 
ment exhibit the 11th, 12th, and 13th 
of this month. The show will occupy 
the 72,000-square foot display area of 
York’s Valencia Ballroom. 

In addition to providing business- 
men with an opportunity to see and test 
the latest office supplies, equipment, 
procedures, and services, the show is 
used to advance the chapter’s educa- 
tional activities in cooperation with 
business education departments of lo- 
cal secondary schools. Income from 
the exhibit will be administered by the 
chapter’s education committee. 

Companies whose products will be 
displayed include: Acme Visible Rec- 
ords Inc., Addressograph-Multigraph 
Corp., R. C. Allen Business Machines 
Corp., Allen-Waies Adding Machine 
Corp., American Photocopy Equip- 
ment Co., Art Metal Construction Co., 
Barrett Adding Machine Co., Berger 
Div. of Republic Steel Corp., Bur- 
rough’s Adding Machine Co., Clary 
Multiplier Corp., Commercial Controls 
Corp., Ralph C. Coxhead Corp., Cram- 
er Posture Chair Co., Inc., A. B. Dick 
Co., Dictaphone Corp., Diebold Inc., 
Ditto Inc., Doten-Dunon Desk Co., 
Thomas A. Edison Inc., Federal 
Equipment Co., Friden Calculating 
Machine Co. Inc., General Binding 
Corp., Globe-Wernicke Co., Haloid 
Co., High Point Bending & Chair Co., 
International Business Machines Corp. 

Also: Le Febure Corp., Leopold 
Co., B. L. Marble Chair Co., Marchant 
Calculating Machine Co., Milwaukee 
Chair Co., Myrtle Desk Co., National 
Cash Register Co., Old Town Ribbon 
& Carbon Co., Remington Rand Inc., 
Rex-O-Graph Inc., Rockwell-Barnes 
Co., Royal Typewriter Co., Security 
Steel Equipment Corp., Shaw-Walker 
Co., Sikes Co. Inc., L. C. Smith & 
Corona Typewriters Inc., SoundScriber 
Corp., Staplex Co., Standard Register 
Co., Taylor Chair Co., Thomas Col- 
lator Co., Todd Co. Inc., Underwood 
Corp., Victor Adding Machine Co., 
Victor Safe & Equipment Co., Visi- 
record Inc., Jimmy Wilson, Jr., Wol- 
ber Duplicator & Supply Co., and Yaw- 
man & Erbe Mfg. Co. 


Steps taken to develop a work sim- 
plification program for Consolidated 
Edison Co., New York, were outlined 
during a recent meeting of the Con- 
trollers Institute at the Hotel Com- 
modore in Manhattan. Simplification 
procedures for the vast gas and elec- 
tric utility company were established 
in a pilot project that involved 22 Edi- 
son supervisors. The procedures were 
ultimately applied to the approximately 
3,000 supervisory and administrative 
staff members of the firm. 

Establishment of the program was 
described by John C. Murtha, man- 
ager of Consolidated Edison’s sales 
engineering bureau. 

“The pilot group received 80 hours 
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Get more 
dictating machine 
for your money 


When you try the versatile Audograph in your own office, you'll see 
why it has revolutionized the industry. You'll know why its sales rise 
has broken all records. Here’s what you'll find: 

Audograph does more. Records dictation, memos, telephone calls, 
large and small meetings . . . on 20-, 30- or 60-minute plastic discs (up 
to 28 typewritten pages). Rugged, vibration-free Audograph operates 
at any angle in car, plane, train. And the discs can be mailed or filed 
~or resurfaced up to 50 times! 

Audograph is easier to use. One-lever control to record or listen back 
,.. punch keys to mark “End” or “Correction” . . . a large dial to 
“scan” back over the disc . .. many advance features, in a beautifully 
engineered instrument that’s just 914 inches square, and weighs only 
16 pounds. 

Audograph costs less. Lower in first cost than any other leading dic- 
tating machine . . . with little or no maintenance cost. In office after 
office, Audograph has proved it pays for itself in less than a year! 


Get the facts on ELECTRONIC DICTATION 


THE GRAY MANUFACTURING COMPANY 


The world’s most versatile Hartford 1, Connecticut 


dictating instruments 
AUDOGRAPH* and PHONAUDOGRAPH sales 


and service in 180 U. S. cities. See your Classified 
Telephone Directory under ‘‘Dictating Machines.” 


aa —- 


me 


—_— 


The 


FULL CONTROL 
method of 
telephone 
dictation 


Easy-to-use telephones connect several low-vol- 
ume dictators to a central recording unit. Phon- 
Audograph speeds paperwork, saves time and 
money. 

With Audograph for heavy dictation and Phon- 
Audograph for light dictation, Gray offers your 
firm a completely integrated method of cutting 
dictation costs! 


Please send me your new free Booklet $-11 —“It’s Easy To Pick A Dictating Instrument,” 
00 Please include PhonAudograph brochure. 


Canada: Northern Electric Co., Ltd. Abroad: 


NAME 

Westrex Corp. (Western Electric Co. export affili- 
ate) in 35 countries. Audograph and PhonAudo- 
graph are made by the Gray Manufacturing FIRM TITLE 
Company — established 1891 — originators of the 
Telephone, Pay Station. 

*TRADE MARK U.S, PAT, OFF. ADDRESS city 
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ASSOCIATION NEWS 
. (Continued) 


of training in work simplification,” 
Mr. Murtha told Cl members. “At 
the end of the training period, the 
trainees were returned to their jobs. 
They were not admonished to use the 
training which they had received. 
However, when re-convened six wecks 
later, sixteen members of the group 
admitted they had either completed, 
or were working on, simplification 
projects in their own departments. As 
a result the program was extended.” 
A series of four 2-hour sessions was 
decided upon as the means of spread- 
ing the newly-developed procedures to 
the rest of the firm’s supervisory and 
administrative staff, the speaker said. 
Twenty-three “group leader teams” of 


macey 
collator 


24,000 sheets per hour 
assembled by one 
semiskilled operator 


Keep your skilled people on 
their proper jobs—let the 
Macey Collator do your 
gathering and assembling 
chores. One semiskilled 
operator can set up a job in 

15 minutes, then gather up to 
24,000 sheets per hour. Time, 
man-hours and money saved. 
(The Macey pays for itself very 
quickly.) We welcome a 
chance to demonstrate just what 
this machine will do for you. 


distributed by 
HARRIS-SEYBOLD CO. 
S ‘ab Products Diviti 
Cleveland 5, Ohio + Since 1896 
FINE GRAPHIC ARTS EQUIPMENT FOR EVERYBODY'S PROFIT 


AUTOMATICALLY with the new 


f-—----- 


two men each—men who had attended 
the original 80 hours of indoctrination 
—were assigned the task of carrying 
the program to those administrators 
not yet trained in the new simplifica- 
tion methods. By May, 1952, all Edi- 
son’s supervisory and administra- 
tive employees, including department 
heads, had been indoctrinated. 

“As a result,’ Mr. Murtha con- 
cluded, “the great majority of the su- 
pervisory staff have expressed consid- 
erable enthusiasm. At least one de- 
partment has established a committee 
to encourage work simplification proj- 
ects and to review results.” 

Also addressing the controllers was 
William R. Mullee, professor of in- 
dustrial engineering at New York 
University. Prof. Mullee declared that 
the office is 30 years behind the factory 
in the application of mechanical equip- 


SK 


Harris-Seybold Co., Dept. C 
Cleveland 5, Ohio 


Please send me details of the Macey 
Collator. 


Name 


ment. He said that only 15 per cent 
of office work is done by machines 
compared to the more than 90 per 
cent mechanization found in factories, 
The professor also pointed out that. 
clerical work has grown 350 per cent 
from 1900 to 1940, a rate of growth 
five times that of the population. 
“Many companies are turning to 
work simplification,” Prof. Mullee 
said, “to reduce office costs and im- 
prove service and morale. More than 
100 nationally known firms have sent 
key men to the NYU work simplifica- 
tion round-table since 1946. These 
men have set up programs for their 
company supervisors which include 
improving procedures, replanning de- 
partmental work loads and eliminating 
unnecessary fatiguing clerical opera- 
tions. These techniques have resulted 
in substantial manpower savings.” 


A discussion of organization affairs 
and problems by NOMA’s Interna- 
tional President, J. B. Andrews, a 
panel discussion of work-simplifica- 
tion techniques, and six concurrent 
group discussions on general office 
topics, were among the highlights of 
the Area I Conference of the National 
Office Management Association held 
last month at the Bond Hotel, Hart- 
ford, Conn. 

Under the general chairmanship of 
Palmer L. Dickinson (Aetna Life In- 
surance Co.), past president of the 
Hartford chapter, the conference was 
themed: “New England Meets To- 
day’s Office Problems.” 

President Andrews’ informal discus- 
sion, intended primarily for the benelit 
of chapter officers, directors and com- 
mitteemen in the area, preceded the 
formal opening of the event and was 
supplemented by remarks by Arthur 
B. Porter, national director in Area I, 
and other NOMA leaders. 

The conference officially opened at 
1:30 p.m., Friday, October 17, with 
brief remarks by Roy S. Mason (Fuller 
Brush Co.), Springfield chapter mem- 
ber and program chaifman for the con- 
ference. A welcome. address was 
given also by Carlton F. Sharpe, city 
manager of Hartford. 

At 2 p.m. Friday, a panel discussion 
was held on work simplification. The 
panel was composed of James Green- 
wood and Leo E. Kuehn (both of 
Massachusetts Mutual Life Insurance 
Co.); William E. Neumann (U. S. 
Rubber Co.), and Henry F. Burrows 
(Old Colony Envelope Co.). All are 
members of the Springfield chapter. 

Moderator of the panel was John 
Amann (American Bosch Corp.), 
Springfield chapter president. 

At 5 p.m. Friday, a fellowship hour 
with refreshments was scheduled. It 
was followed by the conference ban- 
quet, at which national director Ar- 
thur Porter served as _ toastmaster. 
President Andrews was a guest of 
honor. Featured speaker at the ban- 
auet was Albert E. Waugh, provost 
of the University of Connecticut. 

Six concurrent group discussions 
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GLUE 
TAB: 


HERE IT IS!...the only cellophane tape blueprinted 
forcommercial use. It’s Blue Tab Long Length TEXCEL 
Cellophane Tape. To secretaries—or a mail clerk 
—the lure of Blue Tab is irresistible. Not only be- 
cause it makes every job easy—but because it does 
so many jobs so well! Saves ruffled tempers, helps 
get your office gals out on time! Moral: insist on 
Blue Tab! You'll probably get kissed at Christmas- 
time. Comes in 1296” and 2592” length rolls. 
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DUSTRIAL TAPE CORP., NEW BRUNSWICK, N. J. Makers of TEXCEL® Cellophane Tapes and a complete line of pressure-sensitive tapes for industry. : P . 
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ASSOCIATION NEWS 
(Continued) 


were held Saturday morning, October 
18. Purpose was to give those attend- 
ing an opportunity to participate in 
discussions of importance in their 
work. Following are the six discus- 
sion topics, together with the discus- 
sion leaders: 

“Recruiting Office Employees,” Ray 
J. Hooper (of Pacific Mill), Boston 
chapter member; “Job Evaluation and 
Performance Rating,” William  E. 
Panzenhagen (president, Office Man- 
agement Services, Inc.), Hartford 
chapter member; “Keeping Employees 
Informed,” Arthur A. Sweeney (Nar- 
ragansett Electric Light Co.), Provi- 
dence chapter member; “Office Cus- 
toms and Practices,” P. J. McDon- 
ough (Maine Bonding & Casualty 
Co.), Portland chapter; “Training Su- 
pervisors,” 
(Draper Corp.), Worcester chapter, 
and “Office Mechanization,” Donald 
L. Brush (Connecticut General Life 
Insurance Co.), Hartford chapter. 


The National Association of Cost 
Accountants announced recently the 
dates of three forthcoming regional 
cost conferences. NACA said the con- 
ferences will emphasize problems con- 
fronting industrial accountants in the 
current defense economy. 

The first is scheduled for November 


Alfred A. Lovejoy, Jr.' 


21-22 at Kansas City, Mo. A Toledo, 
O., regional conference is slated for 
March 27-28, 1953, with the final one 
scheduled for Baltimore, Md., May 
1-2. The association estimates that 
over 1,500 members, representing its 
54 chapters, will attend the three ses- 
sions. 

Subjects to be discussed at the Kan- 
sas City conference will include: the 
effect of taxes on business decisions, 
the accountant’s job in profit planning, 
sharpening cost control through or- 
ganization, and the control and reduc- 
tion of non-manufacturing costs. 


The Office Executives Association, 
New York’s NOMA chapter, has in- 
augurated a technical information 
service which will function during this 
year’s dinner meetings. Members have 
the oportunity to submit queries on 
management problems to specialists in 
various fields during the “Fellowship 
Hour” which precedes the dinners. At 
a recent meeting, consideration was 
given to problems of personnel re- 
cruitment, mailroom precedures, and 
tabulating machines. Subjects for fu- 
ture sessions include general organ- 
ization problems, administrative plan- 
ning, office machinery and equipment, 
methods, procedures, and others. Meet- 
ing are held the third Wednesday of 
every month at the Statler Hotel. 


New officers of its Baltimore chap- 
ter were announced recently by the 


Systems & Procedures Association of 
America. They are: L. G. Getschel 
(Safe Deposit & Trust Co.) president; 
William B. Rodenhi (Glenn L. Martin 
Co.) vice-president; W. G. Nelson 
(McCormick & Co.) secretary; J. Rob- 
ert Burbridge (Chesapeake & Potomac 
Telephone Co.) treasurer; Parker H. 
Daggett Jr. (Glenn L. Martin Co.) di- 
rector at large, and John H. Penny 
(Baltimore & Ohio Railroad) national 
director. 


CORRESPONDENCE COURSES 
OFFERED BY NOMA 
(From page 10) 
pletion of the course, NOMA explains 
the executive is given an “open book” 
examination which, together with his 
work on each lesson, is evaluated by a 
staff of professional instructors. No 
grades are given, though constructive 
comments are made regarding the 
quality and content of the answers. A 
certificate of achievement is presented 
to those completing the course. 

Fee for each course, including text, 
ten lessons, evaluation, and certifica- 
tion is $50. A 20 per cent discount is 
granted to NOMA members, and to 
employees of firms having members 
who reside in the same chapter ter- 
ritory. Registration is under the super- 
vision of the National Correspondence 
Courses Committee, National Office 
Management Association, 132 W. 
Chelten Ave., Philadelphia. 
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ALLIANCE SLIDE 
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ASK FOR SAMPLES OF THIS NEW TYPE RUBBER BAND 


EASIER to pick up, HANDIER, QUICKER to use! 
STRONGER all around, yet COST NO MORE. 


EN-RIN 


RUBBER BANDS 


Truly a major improvement in rubber bands. . . . Everyone says 
“the new Open-Ring is the Best Band in the Land!” 


They are packed in 1 oz., % Ib., 1 Ib., dispensing boxes or bulk, 
using same Stationers Order Number Sizes as the old oblong kind. 
Brilliant colors may suggest coding ideas to you. 
NO INCREASE IN PRICES WHATEVER 

PURE CRUDE RUBBER QUALITY AGAIN! 


Here’s something new . . . 
they make any other band 
seem old fashioned. 


Over 300 <izes 
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TWO BOTTLES 
J) SANFORD’S 
PEN-IT INK! 


Offered solely to 
demonstrate the 

100,000 word bottle that 
holds all the ink 

the average person 

can keep fresh 


If your office furnishes you with a brand 
of ink that was produced for a make 

of fountain pen that you don’t own— 
Here’s how to get better performance from 
the pen you do own. 


1. Send for 2 bottles free of PENit Ink in 

the 10c bottle that writes 100,000 words 

... then stop filling your pen from 15c, 25c, 
and more expensive bottles that hold so much ink, it’s almost 
sure to be stale before you use it up. 


“THE INK BOTTLE 
2. Use this PENit Ink confidently in any pen of any make. 
Sanford’s PENit is made for all makes of fountain pens—made 
TH AT F ITS YO U R by ink specialists for over 90 years. 


DESK DRAWER” forcoveredinkwett, and refill them from Sanford’ 


one-fifth gallon bottles to be purchased by your firm). 


Pin this coupon to your letterhead 


SANFORD INK COMPANY « BELLWOOD, ILLINOIS 


Please send me without charge, two bottles of Sanford PENit Ink 
in the colors checked as follows: 


(0 Blue-Black (J Green (C0 Washable Blue 
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HIS UNUSUAL RECORDS 


The Manassa Mauler came to his first ring glory when, on July 4, 
1919, outweighed by well over 50 pounds, he destroyed his 
gigantic opponent in three rounds and won the world’s heavy- 
weight championship. Known as a fighter with an iron fist and an 
iron jaw, Dempsey could hit savagely with either hand, could take 
a punch better than most. With Jack, boxing was The Art of 
Offense. This made him the man who brought the million dollar 
gate to the sport, helped him hold the heavyweight crown for 
seven years. When the list of the world’s greatest fighters is com- 
pleted, you’ll find the name of Jack Dempsey at the top! 


Another unusual record: 8 of America’s 10 largest tobacco com- 
panies, 10 of the 12 largest insurance companies and 15 of the 
largest. 18 banks in eastern U. S. use the clean, crisp, distinctive 
— that will give your office better-looking letterheads or office 
‘orms. . . 


ATLANTIC BOND 
“tii! PAPER 


MADE BY EASTERN CORPORATION . BANGOR, MAINE 


Write us on your letterhead for Grantland Rice's selection of boxing’s alll- 
time oll-stars for every weight division, attractively illustrated and suit- 
able for framing. 


Am 
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COMING EVENTS 


Society for the 
Advancement of Management 
October 30-31 


Annual Conference 
Hotel Statler, New York 


Industrial Management Society 
November 5-7 


Sixteenth Annual Time and Motion 
Study and Management Clinic, 
Sheraton Hotel, Chicago 


National Office Management Assn. 
York, Pa., Chapter 
November 14-16 
Fourth Biennial Oftice Equipment 
Exhibition 
Valencia Ballroom, York, Pa. 


National Business Teachers Assn. 
December 28-30 


1952 Convention 
Congress Hotel, Chicago 


American Business Writing Assn. 
December 29-30 


1952 Convention 
New York City 


American Management Association 
Conferences 


* 
January 12-15 
General Management Conference 
Hotel Statler, Los Angeles 


e 
February 16-18 


Personnel Conference 
Palmer House, Chicago 


* 
June 17-19 
General Management Conference 
Hotel Statler, New York 


American Society of 
Heating and Ventilating Engineers 
January 26-30 
11th International 
Heating and Ventilating Exposition 
International Amphitheater, Chicago 


Commercial Controls Opens 
Rochester, N. Y., Branch 


Commercial Controls Corp. of Ro- 
chester, N. Y., announced recently the 
opening of a Rochester branch office. 

Millard J. Tanner will be branch 
Manager. Mr. Tanner, president of 
Rochester’s Salesmen’s Club, is cur- 
tently manager of the sales depart- 
ment of his firm. 

The new branch, located at the com- 
pany’s Leighton Ave. plant, will fur- 
nish complete sales and service facil- 
ities for the full line of Commercial 
Controls products which include Flex- 
owriters, Justowriters, mailroom equip- 
Ment, Ticketographs, and Endographs. 
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y should management regard 

office operations as a fixed cost, as 

is done in many concerns? We repeat- 

edly find in companies large and small 

that the office—especially its paper 

work—is as vulnerable to money-sav- 
ing improvement as the factory. 


It takes approximately $60,000 in 
sales, on the average, to pay the 
annual salary of one clerk. This fact 
emphasizes the importance of avoid- 
ing waste in clerical effort. Unneces- 
sary, out-of-date, or poorly designed 
forms waste clerical effort and keep 
costs high. Periodic study of office 


| 
BUSINESS FORMS | 


AUTOGRAPHIC REGISTER COMPANY 
2\1 7th Street, Hoboken, New Jersey | 


r 
| 


forms often reveals opportunities for 
effecting substantial economies. 


Modernization of paper work usually 
brings collateral savings, too, in re- 
ducing slow-downs in other depart- 
ments. If you want to hit real “pay 
dirt”’ in economies, dig into your 
paper work. 


As a starter, fill out the coupon below, 
mentioning the kind of forms you 
would like to improve, nature of busi- 
ness, and office machines used. We 
will then make up a folder of typical 
samples from our Forms Library to 
suggest a solution to your problem. 


UTOGRAPHIC REGISTER COMPANY 


AUTOGRAPHIC REGISTER COMPANY 


Hoboken, New Jersey | 
We would like to receive o folder of sample continuous | 
Gare Carew ccccciccccecseccacaccesetecceccenes 
kind of forms | 
Forms will be used on... 6... eee eee e ee eee eneee 
type of machine | 
The nature of our business is... .. 6.6.6 cece eee eens i 
LEAS BER TELAT re OO | 
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REG. VU. S. PAT. OFFICE 


SMEAD’S TELL-I-VISION SYSTEM 


READS LIKE A 800K 
LEFT T0 RIGHT~- 
GROWS AS NEEDED 


By usi i 

y a el Tell-I-Vision filing system, you can 

prod a time. The alphabetical-color signal 
finding — and the numerical-color signal 


system for replacing — make filing easy, fast, and - 
Colorful Plastic Tabs 


accurate. 


LET U 
S$ DISCUSS YOUR FILING PROBLEMS WITH YOU 


THE Gincad 
S MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 
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" BOOKS AND PAMPHLETS 
(From page 16) 


_ 
continues, lie primarly in the realm 
gcomplex mathematical formulas and 
gatistical problems. For payroll prep- 
gation, it says, Univac is capable of 
computing the wages of 15,000 em- 
ployees with two daily “runs” of 40 
ninutes each, and a weekly run of 30 
mautes or less. For insurance pre- 
mum billing, it can store rate tables 
md account records so that changes 
fom the field, or from Univac calcu- 
tions, can be automatically computed 
md recorded. It is designed also for 
satistical work in market analysis, and 
fr reducing and analyzing data ac- 
mulated by radio-sonde equipment. 
Complex “matrix algebra” problems, 
including difficult elliptic partial-differ- 
ential equations which involve vari- 
wsly-shaped geometric boundaries and 
joundary values, are said to be solved 
rapidly by Univac Fac-tronic. Logist- 
ial problems too, are another type 
of hard nut which Univac is adept at 
cracking. 

ASSISTING MACHINES 
Along with the central computor, 
the “brain” of the system, ranges a 
phalanx of assisting machines which 
control the input and output of data, 
and “can be used in any combination 
of quantity desired.”. “Nerve center” 
of the system is the Supervisory Con- 
trol, which provides a continuous pic- 
ture of all operations and permits man- 
wal intervention for any desired pur- 
pose. Forming a complete unit with 
this and the central computor is the 
Uniservo—a device which transfers 
data into the computor from the me- 
tallic tape, and conversely, translates 
results from the computor back to im- 
pulses on more tape. 
Separate from these three, and pos- 
sessing independent power supplies, 
are the Unityper, the Card-to-Tape 
Converter and the Unityper. As 
mentioned at the start, the Uni- 
typer enters data onto the mag- 
netic tape through an ordinary type- 
writer-like keyboard. The Card-to- 
Tape Converter is another input mech- 
anism, designed this time to enter data 
onto the tape from tabulating cards 
that can be used as well for preparing 
other records and statistics. Final step 
in the process is the Uniprinter, de- 
signed to print information in any 
format desired, and controlled by spe- 
tially coded instructions on the me- 
tallic tape which it receives from the 
Uniservo. 
The booklet is available at no cost 
from Eckert-Mauchly division, Rem- 
ington Rand Inc., 315 Fourth Ave., 
New York. 
Another brochure published recently 
by Remington Rand, Brochure RSM- 
227, outlines features of their Rem- 
Master sheets for spirit duplicating 
machines of any make. Rem-Masters, 
the brochure says, are designed to pro- 
duce sharp copies in purple, red, green, 
or black. A “special over-coating” is 
said to seal in the color, and eliminate 
smudging. This folder is also avail- 
able without obligation. (To page 90) 


November, 1952 


LLL 


PTL LLL 


WW 


MAKE 120 BRIGHT COPIES 
A MINUTE OF ANYTHING 
YOU TYPE, WRITE © DRAW 


..-no stencils, no mats 


an no inking, no make-ready 


ITTO. DIO 


DIRECT PROCESS “LIQUID” DUPLICATOR 


The new Ditto D-10 provides the quickest, most eco- 
nomical and the most satisfactory way to make copies. 
It’s ready for immediate use—no stencil to cut, no type 
to set, no inking, no make-ready. 

It copies directly from your original writing, typing 
or drawing; one, two, three or four colors in one opera- 
tion; 120 copies per minute; 300 or more from each 
master; on varying weights of paper or card stock; 
3” x 5” up to 9” x 14” in size. 


PRINTS IN ONE TO FOUR COLORS AT ONCE 


The sleek lines of the D-10 proclaim worthiness within. 
It has smooth, balanced action. It has wear- and cor- 
rosion-resisting stainless steel parts. Sure and 
simple, it makes an expert of any user. Mail the coupon 
for a fascinating free folder providing more details. 
HUNDREDS OF USES 

* Sales Letters ° Bulletins * Maps °* Price Sheets * Menus 
* Quotations, Bids * Postcards °* Estimates * Blank Forms 
* Sketches * Statements * Specifications * Graphs 
* Contracts * Music Scores * House Organs * Notices 
* Radio Scripts * Drawings * Examination Questions 


Without obligation, 


oo i eaturing t ; 
(pleas «ep eras of work oe — - ing . 
Arrange @ demonstration | 
( uplicator for me. . 
Name.....- A sentra aaa 
Company... 
Address...--------~ 
Post Office... 
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SPEED your — 
MAIL 4 


SORTING 


this low cost way! 


CORBIN Mail Handling Equipment 
saves time — reduces cost. Used in the 
majority of U. S. Post Offices and in the 
mail rooms of leading commercial firms, 
Universities, colleges, hospitals and 
other institutions. 

CORBIN’S facilities and more than 
fifty years’ experience combined, are 
your assurance of quality equipment 
at low cost. We will help you choose 
equipment to meet your requirements. 
All items are constructed of selected 
hardwoods. Joints are dovetailed and 
glued. All surfaces are smooth sanded 
and varnished or lacquered. Shipped to 
you assembled, complete with hardware. 


i. 


+3 Pigeonholes 
ie | Arranged 
ee 


for Your 
| Specific 
Needs eee 


Illustrated 
Catalog... 


Corbin offers WIDE VARIETY OF 


MAIL ROOM EQUIPMENT 
© Work Tables 


® Portable Tables 


Corbin Wood Products Division~ ~~} 
ire Anaions, tee Corp., _A new catalog of 18,000 radio, tele- 
P 4 — vision, and industrial electronics items 
on a ne eee eee has been released recently by Allied 
—— Radio Corp., 833 W. Jackson Blvd., 
Chicago. The 236-page book, which 
Firm is free, lists parts and equipment for 
Address. public address systems, radio-telephone 
enenanen al hook-ups, fluorescent lighting installa- 
90 OFFICE MANAGEMENT AND EQUIPMENT 


BOOKS AND PAMPHLETS 
(Continued) 


A brochure outlining methods de- 
signed to increase company prestige 
through effective check design has 
been prepared by the Todd Co., Roch- 
ester, N. Y. Called Change Payments 
into Profits with Check Beauty, the 
brochure contains actual samples of 
checks from various well-known com- 
panies. 

“Every check you issue is seen by 
an average of 15 people,” the folder 
claims, adding that a company’s name 
or trademark is in this way advertised 
“under the most favorable psycholog- 
ical conditions—receipt of money.” 

The brochure is available to com- 
pany executives who write on their 
letterhead to the Todd Co., P.O. Box 
910, Rochester, N. Y. 


Standard Register Co., maker of 
equipment for handling continuous 
paper forms, has published a large 
colorful folder describing its products, 
and the engineering and research in- 
volved in their manufacture. The 
folder illustrates some of the 754 dif- 
ferent mechanical units developed by 
the firm to simplify paperwork. 

“Basic mechanism” for automatic 
form operation is the register platen, 
designed for use with Standard Reg- 
ister’s “Kant-Slip” forms. The platen 
is said to fit on 473 current makes, 
models, and sizes of business machines. 

Additional devices shown in _ the 
folder include dual-feed register platens 
(for simultaneous typing on two dif- 
ferent-size forms); “flexible-assembly” 
packholders, record trays, and carbon 
separators (for handling the forms 
after they have left the writing ma- 
chines); vertical tab-stop devices 
(which eliminate line-by-line spacing 
between one form and the next); uni- 
versal bursters (which detach forms 
from the continuous strip, stack them, 
and trim their margins); burster-im- 
printers; Addressograph feeding de- 
vices, and others. 

Also shown are scenes of Standard 
Register’s plant and engineering fa- 
cilities, laboratories and_ research 
rooms. The firm points out that the 
manufacture of continuous business 
forms actually involves the services of 
an entire research and engineering 
staff: physicists, chemists, model mak- 
ers, tool makers, electronic engineers, 
and so on. 

The big folder’s title is equally large 
—There is a Big Difference Possible 
in the Cost of Producing Business 
Records. It is available free from 
Standard Resister’s main office, Camp- 
bell and Albany Sts., Dayton, O. 


Good Taste 
in Envelope 


only SHEPPARD envelope 
have MINT-E-SEAUS 
original flavor fla) 


yard 


ENVELOPE CO 


ONE ENVELOPE TERRACE, WORCESTER 4, MAS 
New York Office: 1133 Broadway, N. Y, 
Free — For good printing — better taste 
in envelope selection write today for 
Sample Kit Dept. #146, 


the 


: Tran: 
- out t 
finist 
4 regal 
in al 
with 
oom Trat 
Safety insuramm 
for costly mac pho: 
WORLD'S Port 
FINEST ‘ 
ANL 
sore 
Model ‘ 
"S-Biller” 
ee ie ak Adjustable open top Bi \ 
é fits most every type 
vnerren portable office maching 
DEALERS 
EVERYWHERE , sD CO!) 
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AMAZING NEW 
PORTAGRAPH — 
| TRANSCOPY — 


Portable ... 
Simple to operate... 


Inexpensive to use 


Transcopy is your answer to improved photocopying with- 
out time-consuming processing operations. This latest 
Remington Rand development gives you, in seconds, a 
finished, photo-exact, positive copy of any office record 
regardless of type or color. Originals can be up to 14” wide 
in any length. Anyone on your office staff can do the job 
without previous photographic experience. Portagraph 
Transcopy operates anywhere in your office whenever 
photocopying is needed—a companion unit for your 
Portagraph or any other properly designed contact printer. 


Transcopy 


makes photocopying 


@ pleasure 


e@ NO CHEMICAL TRAYS « NO WET HANDS 
e NO PRINT WASHING ¢ NO DARKROOM 
© NO PRINT DRYING * NO WASTE SPACE 
@ NO COSTLY INSTALLATION CHARGES 

@ NO FUMES OR ODORS 

@ SIMPLE « CLEAN ¢ EFFICIENT 


OFFICE MANAGEMENT AND EQUIPMENT 


| Cuts Photocopy Time To 


SECONOAS 


Here’s How Transcopy Works 


Place the record to be copied face to face with a sheet of 
Transcopy negative paper and expose. Remove them from 
the printer and place the exposed negative paper with a 
sheet of Transcopy positive paper in the front slots of the 
Portagraph Transcopy unit. In about ten seconds, these two 
sheets will emerge from the rear slot of the Transcopy, in 
contact with each other. When separated, you have a perfect 
positive copy ready for immediate use. 


GET THE FULL STORY ON TRANSCOPY 


Memington. Fland. 


Room 1478, 315 Fourth Ave., New York 10, N.Y. 


Gentlemen: 

I want to know more about the savings in photocopy time 
possible with Portagraph Transcopy. Please send me, with- 
out obligation, free booklet P-334 describing in greater detail 
this great new unit. 


NAME POSITION. 


FIRM 


ADDRESS. 


CITY. nN ee 
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Get the most 
out of your 


Srchasing . 
purchasing — 


forms... ~ 


i 
Yd 


THIS FREE BOOK SHOWS YOU HOW 


What sort of Purchase Requisition do you 
require before you issue a Purchase Order? 
Do you have a simple, efficient method for 
getting and comparing competitive quota- 
tions? How do you inform key depart- 
ments quickly of the arrival and acceptance 
of incoming material? Do you have a work- 
able way of returning defective goods? 

These are only four of the many ques- 
tions you have to consider in getting the 
most out of your purchasing forms—ques- 
tions involved in the big job of weighing 
the hundreds of details involved in design- 
ing hard working, fast operating purchas- 
ing forms. 

Here’s where the Uarco Purchasing 
Encyclopedia can help you. This book, the 
result of years of research, clearly presents 
the function, use and design of 9 significant 
Purchasing Forms. There’s a section 
devoted to each form with full discussion 
of details of design, operation and distribu- 
tion of copies—well illustrated for quick 
reference and full understanding. 

If you are responsible for the purchasing | 
procedure in your organization, send for 
your Uarco Encyclopedia today. It will 
help you check up and see if your Pur- 
chasing forms are doing a complete job. 


BOOKS AND PAMPHLETS 
(Continued) 


tions, and so on. Its industrial equip- 
ment section includes intercommunica- 
tions, paging, and music distribution 
devices, wire recording units, labora- 
tory test equipment, electric counters, 
program clocks, product life testers, 
and hundreds of accessory items. 
Also included in the book, which is 
actually known as Catalog No. 131— 
1953, are listings of high-fidelity sound 
reproduction equipment, very-high and 
ultra-high frequency television ap- 
paratus, and a wide range of commer- 
cial, amateur, and home radio supplies. 


Ways that IBM accounting ma- 
chines, proof machines, typewriters, 
and time recording equipment contrib- 
ute to the coordination of administra- 
tive bank functions are outlined in the 
new booklet, IBM Services for Banks. 
With facsimile tabulating cards and 
business forms, the booklet illustrates 
and briefly describes the IBM method 
of commercial and savings deposit ac- 
counting, mortgage accounting, in- 
stallment loan and personal trust ac- 
counting, together with other special 
bank procedures. 

Described, too, is the family of IBM 
machines which sort, list, endorse, keep 
time, prepare forms, and calculate the 
diverse financial operations which 
make up modern banking practices. 

The large 32-page booklet is avail- 
able on request from the department 
of information, International Business 
Machines Corp., 590 Madison Ave., 
New York. 


The Globe-Wernicke Co. of Cincin- 
nati has begun distribution of its new 
Price Book No. 952 which offers a se- 
lection of heavy weight Naugahyde and 
elastic Naugahyde upholstery materials 
for its aluminum line of office chairs, 
reception room, and institutional furni- 
ture. The material, grained to simulate 
real leather, is available in dark green, 
red, light brown, mahogany, chartreuse, 
gray, beige, and yellow. 


How to Make 
INVISIS Le 
[| Erasures 


With a few feather-ligh 
strokes, a Rush FvbRglas TH 
Eraser removes the lag 
trace of an incorrect char. 
acter — makes it easy for 
you to erase and still keep Ma 
your typing clean and pro. 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel ] 
refills. It must satisfy you 
— or your money back. 


RUSH- 


=f YBRGLASS 
ERASER |?t 


Order from your Dealer 
or send 50¢ and 
name of dealer to 
The Eraser Co., Inc. 
104 S. State St., Syracuse 2, N. Y. 


FOLDING \R 
MADE EASY 


g 


Now get easy, fast folding of 
anything you mail. Eliminate 
slow, cos' i baad folding with 

Dick Foiding 


A catalog of pens and mechanical the new 
y f pencils that can be ordered with firm Machine. 
Roctonies: Chicago, names or advertising messages im- Learn in 5 minutes how to 
L ARCO Deep River, Connecticut; printed on them, has been prepared by make all standard folds. Just 
4 i Watseka, Illinois—Sales Scripto Flashm & Co.. P.O. Box 56 use the Quick-Set Fold Chart. 
NCORPORATED Representatives in all pto a an » FU, x » No measuring! No computing! 
principal cities. Boston. The 16-page booklet lists lead Send coupon for details. 
Business Forms pencils, crayon pencils, fountain and EXCLUSIVE Quick-Set Fold 
Write or pin this - ball-point pens, and _ pen-and-pencil Chart. No guesswork! 
your letterhead end mail fer sets—all priced on a quantity basis, |@ f 
your FREE copy and in accordance with the style of A. B. DICK COMPANY 
poowoe-~ceseseserses " printing requested on the barrel. sree W. Tey he. 
UARCO INCORPORATED ; Chicago 31, II. wit 
Rm. 1620, 141 W. Jackson Blvd. *"dli $ . i 
, H An 8-page catalog of phonographs, I'dlike moreinformationon saving w 
ac heer ouiianaatianen ; transcription players, and sound sys- the new A. B. Dick Folding Machine. | 
eS ee ey ef tems has been released by Califone Nome. 
TS He : Corp., 1041 N. Sycamore Ave., Holly- ae | 
1 wood, Calif. It describes and illus- i | 
Bip PGE ccc ch csdccscccccesccoscceeececes ° ; trates the fifteen 1953 models in the Organizati: | 
1 ! Califone line. Accompanying the cat- Addr an 
GEIR a ae ee } alog is a combined specification and rene — _| 
_ eer aT Ti eee Oe fe Oe price sheet. - 
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2nd 


NEW! THE BIG THREE 


és! THE VERY LATEST IN QUALITY CARBON PAPER 


=| Made Especially to Simplify Your Carbon Paper Purchases 


Kee Lox NEW CLEAN Carbon Paper 


BONE CLEAN. Will not rollmark on any machine. Copies will not rub, easy erasure, makes 
5 copies on 24-lb. legal paper. Tops for Accountants or for Executive or Drafting Depts. 
where positive cleanness is a must. Once used, all other kinds are positively out. 


New Medium Finish 


NON-GREASE. Sharp, yet black print and from 8 to 12 copies depending on paper used. 
This Carbon is perfect for regular Correspondence Depts. or for all systems of Purchasing 
or factory orders where medium weight white or colored forms are used. This carbon is 
exceptionally clean; also, the black coating on the paper will outwear the tissue it is on 
and that tissue is the strongest made. 


New Strong Finish or 20 copy Carbon 


for S.S. Bills of Lading, Export Invoices or where 12 to 20 Copies are a necessity. Some 
firms are making 25 Copies at one operation on an |.B.M. Machine. IF used on Standard 
Typewriter with hard platen 20 copies can be made at one time if 10-Ib. glazed finish 
Onion skin tissue is used. This carbon paper is superior for manifolding on all soft or 
manifolding tissues. 


Acquaint yourself with perfect Carbon. We will send Free 6 sheets #1 


- Bone Clean Carbon; 6 sheets #2, The Perfect Economy Carbon; and 12 
_' sheets #3, The 20 Copy Carbon, if a Purchasing Agent or Secretary will 
= sign the Coupon below. Samples sent in our New Patented Kopy Aligner Box. 
ct Mall 
ee eee eee Pee le Sean, Ca aM ER ee 
| 
MAIL TODAY Kee Lox Mfg. Co., Rochester 1, N. Y., U.S. A. OE 3 
; Please send Free, without any obligation, samples as above to: 
PLEASE =| 
Catal Street 
| 
THA NKS City State 
; Signed Title 
i 
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To such spotless folk, dirt’s no joke. Nor are carbon smudges 
and mistakes in handwriting and typewriting, made worse by 
messy erasing. That’s why, every day in a big, big way, the 
Dutch go for neatest of all erasers—Weldon Roberts—for their 
spotless-clean results, their super-quality rubber, their conven- 
ient shapes. Your many customers are just as eraser-conscious. 
That’s why you should feature—and profit from—this world’s 
foremost eraser line! 


1010 HEXO CLEANER— 


Handy hexagonal shape 
plus resilient pink rub- 
ber give splendid work- 
ing qualities: broad 
sides clean even the 
thinnest papers; edges 
and ends "pick out" 
details and line work, 


399 TRI-PLY—The original, superior, 
3-layer eraser for typists. Two 
outer plies of red pencil-rubber, 
for smooth, clean erasures on origi- 
nals and carbon copies, center ply 
of soft gray ink-eraser for a single 
letter or a complete line. 


WELDON ROBERTS RUBBER CO. 
E 6th Ave. & No. 13th St. Newark 7, N. J. 
World’s Foremost Eraser Specialists 


Walden Robes 
Enanaus 


Correct Mistakes in Any Language 
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Underpaid Executives 
(From page 69) 

cent, it was found that: (a) the salary of the top fi. 
nancial officer consistently equaled 43 per cent of 
that figure; (b) the salary of the treasurer equaled 
27 per cent; (c) the salary of the comptroller, 25, per 
cent, and (d) the salary of the top advertising execu- 
tive equaled 21 per cent. As a consequence, by de- 
termining the level of the major executive's salary, 
one can establish appropriate salary relationships for 
other managerial positions. 

(2) The evaluation itself. Because we have estab- 
lished salary levels for the above key positions, we 
can, through the evaluation, relate all other mana- 
gerial positions to such salaries. Long and short. 
range planning and policy formulation on matters 
relating to managerial salaries should lead to a pro- 
gram within the limitations of salary stabilization that 
will: (1) eliminate intra-company and industry sal- 
ary inequities; (2) provide automatic and uniform 
adjustments to meet the impact of inflation; (3) pro- 
vide periodic objective reviews of individual perform- 
ance; and (4) establish a workable relationship be- 
tween executive salaries and corporate salaries, profits 
and profit margins. 

It is only through such fundamental thinking and 
policy determination that the driving force behind 
American enterprise can be continually stimulated 
and equitably remunerated. j 


TAX AND WAGE STABILIZATION ASPECTS 
Once this is done, another consideration enters in- 
to the picture. Wage stabilization rules, and peak tax 
rates, may prevent stimulating or rewarding the exec- 
utive with high take-home pay. Taxes alone take ali 


‘but $2,566 of a $10,000 increase in pay for the mar- 


ried, childless executive having a salary of $100,000. 
After inflation takes its share, not much is left. In- 
asmuch as the effect is not as devastating on salaries 
down the scale, it creates a general narrowing of sal- 
ary take-home differentials between top and middle 
management. The executive having a salary of $30,- 
ooo would have approximately twice that amount left 
from a similar raise in salary. 

Compensation plans which bypass the tax collector 
are finding greater appeal to executives and accep- 
tance of management as an answer to this serious 
problem. These include stock option plans, profit- 
sharing trusts, stock bonus and stock purchase plans, 
and are designed to withhold income during periods 
of high earnings and high taxes until a time when 
earnings may be smaller and taxes lower. Specifically, 
it is difficult to say that one plan is more popular 
than another. Those companies which have adopted 
plans frequently use one or more to supplement an- 
other, imposing limitations and providing features 
suitable to their individual requirements. 

The increasing number of companies that have de- 
vised or are devising appropriate plans for their par- 
ticular needs indicates a belated recognition of the 
necessity for equitable compensation of management 
employees. Interruption or slowing down of this 
trend presages most serious consequences to our in- 
dustries, and the dynamics of its leadership. 
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Faster, Easier Filing in 


ern | 


Mere hicka File : 


—_ ee be Frat. ee 


ae 


-_— 


Modern filing, made possible by Rock-a-File’s 
revolutionary side-opening compartments, is faster 
and more efficient because each compartment 
“rocks” open to make its entire contents instantly 
t accessible. More than that, Rock-a-File actually 


A typical vault 


. i installation showing 
requires less floor space than old-fashioned drawer- 4-compartment and 
r type files! 2-compartment 


‘ Rock-a-File compartments project less than eight Redh-o-files is tore. 


S inches when open, “rock”? open and shut effort- 
, lessly, and permit two or more persons to use the 
same file cabinet simultaneously. Alcoves, corri- 


dors, small corners and many other hitherto im- A 2-compartment Rock- 
practical locations become ideal filing space with o-Filein private office use. 
Rock-a-File. mente ena” 
And Rock-a-File is safe, too... gravity center ivst swing around in chair. 
; remains always within the cabinet; no danger of 
toppling, even with lower compartments empty. 


See your dealer or write for a descrip- For information, address Dept. O 
tive folder and name of nearest dealer # 


today ... earn how Rock-a-File can ROCKWELL-BARNES COMPANY 


save filing time, costs and space in ; 
your business. 35 East Wacker Drive * Chicago 1, Ill. 
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Send today for your 
AMCO s handsomely 
booklet about famous 
ear estonn cattle 


AMERICAN CARBON PAPER MFG. CO. 


: aerreres et Ennis, Tones ns Chat 
j Gar: Bele 
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Lever House 
(From page 25) 

The bold open exterior of Lever House posed an 
unprecedented challenge to Raymond Loewy who 
designed the interiors. Walls, instead of being con. 
ventional solid masses, were long stretches of light, 
Since color arrangements had to harmonize with their 
blueness, a basic modulating hue was sought. What 
resulted was the warm, grayish Lever House beige. 
The designers decided, in addition, that each floor 
should be distinguished by some identifying color, 
They treated doors and the relatively small wall areas 
around elevator wells with brilliant accents—green 
on one floor, yellow on the next, and so on through 
all 21 occupied floors of the 24-story structure. The 
bright tones provide variety, but the over-all effect is 
nonetheless subdued. 


UNIQUE WINDOW-WASHING DEVICE 


Probably the most unique feature of the building 
is its window-washing system. Lever’s 2-man window- 
cleaning team work from a movable 28-foot scaffold 
which is suspended from davits mounted on a heavy 
carriage that can circle the roof on railroad tracks. By 
means of push-buttons, they can raise, lower, or shift 
their platform to reach all 1,404 windows, and the 
glass between-floor spandrels, that make up the ex- 
terior. Windows are permanently sealed to kee; out 
the city’s soot and grime—the building’s ext: cme 
cleanliness, good public relations in any case, is an 
absolute must for this soap-manufacturing company. 
Keeping windows permanently shut helps balance the 
air-conditioning, too. 

Lever’s four divisions—Lever, Jelke Good Luck 
Products, Pepsodent, and Harriet Hubbard Ayer Inc. 
—are the building’s sole occupants. Lever House rep- 
resents integration of all four under one roof for the 
first time. Division offices had previously been located 
in Chicago, Cambridge, Mass., and New York. 

Earlier this year, Lever House won the First Honor 
Award from the American Institute of Architects. 

Companies whose supplies were used in Lever 
House include: 

Accounting, Bookkeeping and Payroll Machines, Under- 
wood Corp., New York. 

Adding and Calculating Machines, Burroughs Adding 
Machine Co., Detroit; Friden Calculating Machine Co., 
San Leandro, Calif.; Marchant Calculating Machine Co. 
Oakland, Calif.; Monroe Calculating Machine Co., Orange, 
N. J. 

Ps Conditioning and Ventilating Equipment, Carrier 
Corp., Syracuse, N. Y. 

Carpets, James Lees & Sons Co., Philadelphia, furnished 
and installed by W. & J. Sloane, New York. 

Cashier’s Counter, Herring-Hall-Marvin Safe Co., Ham- 
ilton, Ohio. 

Chairs (Auditorium), Chair Co. of America, New York. 

Chairs (Posture Chairs), Shaw-Walker Co., Muskegon, 
Mich. 

Check Handling Equipment, Todd Co., Inc., Rochester, 
nN. %. 

Desks (Executive), Irving & Kassoon, Boston; W. & J. 
Sloane, New York. 

Desks (Secretarial), Shaw-Walker Co., Muskegon, Mich. 

Dictating Equipment, Dictaphone Corp., New York. 

Duplicating Machines, Addressograph-Multigraph Corp. 
Cleveland, O.; A. B. Dick Co., Chicago; Ditto Inc., Chicago. 

Fans, Buffalo Forge Co., Buffalo, N. Y.; Clarage Fan Co., 
Kalamazoo, Mich. (To next page) 
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Prudential Insurance Co. 
(From page 29) 


we of movable metal partitions. The flexibility 
gined by this type of equipment allows space re- 
urangement overnight. 

Insurance work spells paper work from start to 
fnish, which explains why mail conveyors have 
gained such wide acceptance in large insurance com- 
panies. At the Southwestern Home Office, the ver- 
tically installed power conveyor delivers business rec- 
ords, inter-office communications, and mail between 
departments and to and from company’s mailroom. 
There is a dumb-waiter, too, for heavy parcels. 

An outstanding feature of the attractive lobby is 
amural by Peter Hurd, distinguished contemporary 
painter, famed for his scenes of the Southwest. The 
mural symbolizes the great area served by this Pru- 
dential office—Arkansas, Louisiana, Kansas, Missis- 
sippi, Missouri, Oklahoma and Texas—and has for 
its theme the well known credo of The Prudential: 
“The Future Belongs to Those Who Prepare For It.” 

Centered in the lobby’s rotunda is a replica of the 
Rock of Gibraltar, the well known symbol of the 
company, formed oe an actual piece of stone from 
that famous rock, presented to the Prudential by the 
British Government. An observation balcony circles 
the rotunda, and a spotlight shines on the replica of 
the famed Rock from the domed ceiling. 


FEATURES OF THE AIR-CONDITIONING 


Like most buildings being completed these days, 
the Southwestern Home Office is completely air-condi- 
tioned. An interesting feature in the air-conditioning 
process is the design of the windows on the west side 
of the building. Here the windows are double paned, 
with a vacuum between the two panes. Still another 
feature is what is referred to as “solar-shading’”—the 
use of vertical aluminum fins to shield the south 
windows from the sun. Steps such as these materially 


(To next page) 


File Cabinets, Shaw-Walker Co., Muskegon, Mich. 

Floor Covering—Tile (Asphalt), Flintkote Corp., New 
York; Kentile Inc., Brooklyn, N. Y.; Tile (Rubber), Arm- 
strong Cork Co., Lancaster, Pa. 

Glass, Pittsburgh Plate Glass Co., Pittsburgh, Pa. 

Lighting Fixtures, General Electric Co., Bridgeport, 
Conn.; Holophane Co. Inc., New York. 

Lockers, Lyon Metal Products Inc., Aurora, IIl. 

Mailroom Conveyor, Virginia Metal Products Corp., 
Orange, Va. 

Music, Muzak Corp., New York. 

Paints, Pratt & Lambert, Long Island City, N. Y. 

Partitions, Virginia Metal Products Corp., Orange, Va. 

Photocopying Equipment, Minnesota Mining & Mfg. Co., 
St. Paul, Minn. 

Postage Meters, Pitney-Bowes Inc., Stamford, Conn. 

Rock-a-File Filing Cabinets, Metwood Office Equipment 
Co., New York. 

Safes, Mosler Safe Co., New York. 

Sorting Tables, Commercial Controls Corp., Rochester, 
he 

Tables, Shaw-Walker Co., Muskegon, Mich. 

Time Clocks, International Business Machines, New York. 

Local office outfitters cooperating in the furnishing of 
Lever House were Macey-Fowler, Inc., Metwood Office 
Equipment Corp., and W. & J. Sloane, all of New York. 
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it’s not 
just a 
wastebasket— 
it’s a 


New Rectangle— 5A 


VUL-COr 


TRADE MARK 


When you buy Vul-Cots, you are getting more than 
a mere receptacle for holding waste paper. You are 
buying economical waste handling, for years. Every 
Vul-Cot you purchase carries with it a 5-year 
guarantee. Cut your maintenance and replacement 
costs—end your waste handling worries now—just 
say Vul-Cot. 

The two Vul-Cots illustrated are new in the line. 
All Vul-Cots are made of hard vuleanized fibre, 
they look better and last longer. Colors do not chip 
off; double rolled tops do not break. They are light- 
weight, noiseless . . . exclusive bonded seam con- 
struction gives added strength. Vul-Cots do not 
crack, splinter, dent, rust or corrode. Standard 
colors: maroon-brown and olive-green. Write today 
for catalog price sheet—Dept.OM-11. 


For Sale by Stationers and 
School Supply Houses Everywhere 


pea 


National 
- VULCANIZED FIBRE CO. \. 
Wilmington + Delaware > 
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with COMMERCIAL CONTROLS 
SORTING RACKS 


and 


MAILROOM TABLES 


® Simplify sorting of incoming and outgoing mail. 


Racks built of all metal with adjustable shelves 
furnished with or without label holders. 


® Shelves are adjustable on one-inch centers. 


® Sloping rack top keeps all material in plain view. 


Racks are 1242” deep for all standard size mail. 


® Mailroom table takes two sorting racks with plenty 
of working room—at correct working height. 


Commercial Controls Mailroom Sorting Racks 
and Tables are used in Lever House, winner 
of the 1952 “Office of the Year” Award. 


COMMERC, A\ Write for complete information 
CONTRO\S igemieeneaaareempenia 


Sales offices in principal cities. 
Look in classified telephone directory under Mailroom Equipment 
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reduce the size of the air-conditioning required, and 
naturally, the cost of such operations. 

Another feature that eases maintenance are acous 
tical ceilings of steel tile—installed in small sections 
that can be easily removed for electrical and mechan. 
ical maintenance. 

Still another interesting feature has to do with the 
building’s nine elevators. If a car does not respond 
to a “down” signal within a specified time, the firs 
empty car going up is made to reverse its course and 
go downward, picking up passengers on its way. 

Other facts about the Southwestern Home Office: 
Exterior metal, doors, and inside metal trim are of 
aluminum. Modern cafeteria has seating capacity of 
600. Lounge and library is located on first floor. An 
auditorium, seating 500 persons, is used for busines 
and recreational activities. Green in soft shades is 
the dominant color inside the building. Chiam 
marble is used for lobby walls. 


Among the Prudential suppliers are: 


Adding, Calculating and Bookkeeping Machines, Bur. 
roughs Adding Machine Co., Detroit; Friden Calculating 
Machine Co., San Leandro, Calif.; Marchant Calculating 
Machine Co., Oakland, Calif.; Monroe Calculating Machine 
Co., East Orange, N. J.; Victor Adding Machine Co., Chi- 
cago. 

Dictating Equipment, (Televoice), Thomas A. Edison, 
Inc., Orange, N. J.; Time Master, Dictaphone Corp., New 
York. 

Draperies, Gilbert’s of Long Beach, Calif. 

Duplicating Machines (Diazo), Charles Bruning, Teter- 
boro, N. J.; Photocopy, Photostat Corp., Providence, R. I; 
Addressograph-Multigraph, Cleveland, Ohio. 

File Cabinets, General Fireproofing, Youngstown, Ohio; 
Remington Rand Inc., New York. 

Floor Covering—Carpeting, Bigelow-Sanford Carpet Co, 
New York; A. M. Karagheusian Co., New York; Mohawk 
Carpet Co., New York; Nye-Waite Co., New York, and 
F. Schumacher, New York. 

Furniture (Steel), General Fireproofing Co., Youngs 
town, Ohio; Wood, Mallin Furniture Co., New York, and 
C. Hiebert’s Cabinet & Furniture Co., Torrance, Calif; 
Iron, John B. Salterini Co., New York; Rattan, Bielecky 
Bros., Inc., New York. 

Postage Meter, Pitney-Bowes, Stamford, Conn. 

Tabulating Equipment, International Business Machines 
Corp., New York. 

Typewriters, International Business Machines, New 
York; Royal Typewriter Co., New York; L. C. Smith & 
Corona Typewriters Inc., Syracuse, N. Y.; Underwood 
Corp., New York. 

Venetian Blinds, The Columbia Mills Inc., Syracuse, 
N. Y. 

Visible Record Equipment, Rol-Dex, Watson Mfg. Co, 
Jamestown, N. Y.; Acme Visible Records, Inc., Chicago. 

Wardrobes and lockers, Lyon Metal Products, Inc., At 
rora, Ill.; Penn Metal, Philadelphia. 

Among the local office outfitters contributing to the com- 
pleted offices were Wilson Stationery Co., Houston, Texas. 


Peck & Harvey, Makers of Copying 
Equipment, Expand Chicago Facilities 
In a move that will double their present holdings and 
provide additional facilities for turning out their products, 
Peck & Harvey, reproduction equipment manufacturefs, 
have purchased a building at 5650 N. Western Ave, 
Chicago. 
The expansion is designed to increase the output of 
“Versa-Liner” whiteprinters, “Spee-Dee”. whiteprint out 
fits, stainless steel sinks and tanks, compact productio# 
dryers, and other P&H products for blueprinting, white 
printing, and photocopying. 
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Standardize on Handi-pen and, ri 
your entire office enjoys - 


° Equip every desk in your office with a Handi- 
, pen desk set and take the dividends in faster, 
neater writing, without waste motion. Pen point is 
constantly i in clean, fresh ink, thanks to exclusive Sengbusch 
Capillary” inking. It writes the instant pen touches paper. 
Ofte workers appreciate the convenience of Handi- 
’s tremendous ink capacity, too. One Handi- 
pen filling equals 100 fountain pen fillings — 
eliminates constant refilling nuisance. No more 
messy, ink-stained fingers, either. 
You can equip your entire office with Handi- 
penat — gly reasonable cost. Complete range 
of models for secretarial or executive use, all 


with variety of pen points for every writing style. 


Ask your office supply dealer about 
Handi-pen today or write us to send 
you one on “10 Day Free Trial.” 


HP-6 Handi-pen 
One of the many 
models available. 


192 Sengbusch Bldg. © Milwaukee 3, Wisconsin =~ 


“Friend, you’re looking at a girl with 
one of the smartest bosses in town. 
When he decided that we needed new 
partitioning, he checked and compared 
every partition available. His choice? 
Friend, when the Mobilwall story was 
laid on his desk, my boss saw the light. 

“For he learned that with VMP 
Mobilwalls, there’s no such thing as 
making-do, because VMP manufac- 
tures the most complete line of mov- 
able steel partitions. There’s a size and 
style for every possible layout, for 
every practical need. That’s why with 
Mobilwalls you get custom-made par- 
titioning without paying a cent extra! 
What’s more, VMP Mobilwalls are 
flexible — easily arranged and re- 
arranged to suit your present needs 
and future requirements. 

“Take it from a girl who knows, and 
you, too, will hold out for VMP all 
steel Mobilwalls. No other partition 
can do so much to improve the appear- 
ance and efficiency of your office.” 


Pacemaker to FREE: Mobilwall data sheets 


give valuable facts about 
efficient partitioning. Write 
today td Virginia Metal Prod- 
ucts Corporation. Dept. OM 
11, 1112 First National Bank 
Building, Pittsburgh 22, Pa. 


progress in partition 


design and engineering 


Virginia Metal Products Corp. 


PLANT: ORANGE, VIRGINIA 
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BASSICK DIAMOND- 
ARROW CASTERS 


... the most efficient. Smooth- 
rolling, easy-swiveling. Types 
for all wood and metal chairs, 
typewriter stands, etc. 


2Maefrens 


BASSICK RUBBER- 
CUSHION GLIDES 


.. broad, flat, polished, hardened steel 
base. Inexpensive. Easy to attach. 


NOMAR Cups 
AND SHOES 

.. Bassick-made, glove fit- 
ting, square rubber shoes or 


round and square composi- 
tion cups 


Three easy answers to 
three typical office problems! 


As you can see, there’s a common denominator 
to all three. It’s Bassick. You can always find the 
answer to any caster or floor protection problem at 
the office supply store that carries Bassick, the 
world’s largest line. THE BASSICK COMPANY, 


- Bridgeport 2, Conn. In Canada: Belleville, Ont. 


=~ Bassick 


A DIVISION OF 


MAKING MORE KINDS OF CASTERS... MAKING CASTERS 00 MORE ° 


i 6 rend 5 
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United States Steel 


(From page 33) 
steel handcarts, quiet operating and easy to push, for 
delivery to the individual desks. 

United States Steel’s mail department is an ou 
standing example of mailroom efficiency. Here a 
normal day’s work involves the distribution of ap 
proximately 45,000 pieces of incoming mail. Some 
2,000 pieces of mail, inadequately addressed to the 
company, have to be opened and read by the depart. 
ment each day. A precise system of handling this 
volume which approximates that of a town of 16,000 
inhabitants, has the first mail on every addressee's 
desk in the morning before he arrives. The routine 
starts at seven in the morning and comes to a halt 
at six in the evening. The volume calls for a Satur. 
day stint, too, and 45 men and women, some of whom 
are part-time workers, handle this complex job which 
includes company-operated mail deliveries between 
some plants in the area. 

Other office service departments of United States 
Steel are concentrated on the 13th floor. These include 
central transcribing, duplicating, and a microfilming 
center which is described as the largest in the corpo 
rate organization. While other microfilming depart. 
ments in the company are well-equipped, the depart- 
ment at 525 is considered to be the parent unit, and 
handles most of the microfilm processing for the other 
plants and offices. Processing equipment here ranges 
from the recognized office types to that found in movie 
production centers. 

A multi-room medical dispensary has every type of 
medical equipment except that needed for an operat 
ing room. Here, two nurses on duty throughout the 
working day take care of thirty to forty patients. 
Colors here are subdued but cheerful. There is a 
barber shop on the same floor. 


COMPLEX COMMUNICATION SYSTEM 


One can imagine the importance of communica 
tions to an organization as large as United States Steel. 
The telephone switchboard, located on the top floor 
of 525, is one of the largest private branch exchanges 
in the world. 

This switchboard has 240 local trunk lines and 137 
private lines connecting it with more than 100 United 
States Steel offices and plants in 32 cities in 12 states. 
Approximately 2,000 dial station lines in 525 are in 
use daily. More statistics: Twenty-six operators handle 
more than 350,000 calls each month, or nearly 4,500,- 
ooo calls a year. In addition, thousands of inter-office 
and outgoing dial calls are made daily by United 
States Steel employees. - 

A completely automatic push-button control system 
is the outstanding feature of the telegraph center 
located on the goth floor. Of the most modern type, it 
is one of eight comparable installations in the com- 
pany’s 35,000-mile leased wire system which links 152 
stations in 85 cities and towns. The Pittsburgh center 
alone originates some 3,500 messages, and_ relays 
another 7,000 messages daily. 

All along the line, space allocations have been 
generous. Washrooms, located in the building’s serv- 
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ice core, are large. Men's washrooms, cutting across 
the narrow width of this area, offer the convenience 
of two entrances. Women’s lavatories are equally 
roomy. In all cases, all basin and toilet fixtures are 
wall-mounted for convenience in floor cleaning. 

Attractive lounge rooms for women employees are 
Jocated on the 17th floor. Lounge chairs, davenports, 
magazines, reading lamps and soft music encourage a 
few minutes’ relaxation or friendly conversation after 
junch or during relief periods. In addition to the 
large lounge rooms there are smaller private lounges. 
Ann Hatfield Associates, New York, decorated the 
United States Steel offices. 

An executive restaurant on the 16th floor has a fine 
view of Pittsburgh’s famed Golden Triangle. This 
space will accommodate about 150 persons at one 
sitting. On the floor above, an employee luncheonette 
can serve 1,000 persons during a two-hour lunch 

riod. 

As might be expected, no type of equipment de- 
signed to facilitate office work and adequate office 
production is missing at the United States Steel offices. 

With commendable diligence, a New Building 
Committee, appointed by Mr. Fairless, made com- 
parative studies of building materials and equipment 
that had a potential use in the new offices. 

“Always in the background,” said a United States 
Steel executive, “were comparisons of cost, and all 
that would be gained commensurate with cost.” He 
went on to point out, though, that considerations of 
employee health and general well-being were not over- 
looked. 

VARIOUS FLOOR COVERING MATERIALS USED 

In the case of United States Steel office floors, the 
committee decided that all elevator vestibule floors 
should be covered with rubber tile, since this area on 
each floor was bound to get the heaviest use. 

General office floor areas were covered with asphalt 
tile for the most part. However, the company had no 
hesitation in experimenting with a new floor covering 
product for a special application. Committee feeling 
was that in offices where women were employed in 
great numbers, or where women had to be on their 
feet a good portion of their working day, a more com- 
fortable floor covering was required. A vinyl plastic 
sheet, calendered onto fabric, and then laid over soft 
rubber matting was selected, which gives the resilien- 
cy of carpeting. The plastic coating has good acous- 
tical qualities, too. This material lasts longer than 
carpeting under conditions of heavy wear. The pat- 
tern of this floor covering simulates that of twist 
carpeting and even has the suggestion of a nap. Cost 
ison a par with good quality carpeting. 

When 525, had its formal opening earlier this year, 
United States Steel public relations people made plans 
for conducted tours for four evenings during a partic- 
ular week. But interest in the new building was so 
great that the evening tours had to be continued for 
three extra nights. When it was all behind them, the 
public relations staff sat back and relaxed, breathless 
but happy at the way the effort had turned out. They 
had shown close to 20,000 Pittsburghers through the 
offices. 

The task of introducing these thousands of sight- 
seers to 525 was so successful that Aluminum Corpo- 
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TRADEMARK REGISTERED 


ac-a-desk 


Makes Typing 
Easier, Faster! 


No one can be expected to type decently 
on a wobbly, slanting typewriter plat- 
form. But with a firm, self-locking Jac-a- 


desk, typing becomes 
$4.50 


easier, faster, less 
JOBBERS 


noisy — mistakes 
fewer. ed 
L 


Jac-a-desk has smooth 
exterior—no protruding 
locks or handles. Ex- 


pands from 16” to 30” 
—high enough to sup- 


te 
port standard height desk leaves. See 
your dealer today! Specify Jac-a-desk ! 


IMPORTANT! Before making costly repairs or 
replacement try Jac-a-desk. Perhaps your type- 
writer only needs this common-sense support. 
Up in a jiffy, down in a jiffy—locks automati- 
cally. Non-snag, satin-like finish. Sure grip 
rubber ends. Easy to stow. ee 


GONCO MANUFACTURING COMPANY 
1259 So. La Brea Avenue, Los Angeles 19, California 
IN CANADA: Underwood Ltd., 135 Victoria St., Toronto 
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Trade Marks Reg. U.S. Pat. Off. SINCE 1849 


VAN DYKE 


Typewriter eraser. Medium 
soft texture, excellent for 
correcting originals or 
carbon copies. Available 
with (No. 6587) or without 


EFFICIENT 
ECONOMICAL 


PINK PEARL 


Pencil eraser. Ma}.es correcting 
easier. Cleans as i. erases. In large 
(No. 101) and medium 

(No. 100) sizes. 


A BETTER JOB... by 
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Led Arrow fasrTener [0../Nc. 


Precision Locked 


STANDARD HEAVY DUTY 
OFFICE STAPLER 


‘ 


34 Preferred in 
=) modern offices 
everywhere 


ONE JUNIUS STREET BROOKLYN 12. N Y 


= 
OFFICE MANAGEMENT AND EQUIPMENT November, 1952 


ration of America, now bringing their own buildj 
to completion in the next block, have asked United 
States Steel for advice in this important public rel 
tions effort. Needless to say, United States Steel js 
doing everything it can to help. 

But the awe of the local sightseer is matched by the 
contentment of the United States Steel employees 
While it is doubtful that the men and women of this 
great corporation felt the need of a mental lift, the 


pleasure of working at 525 has undoubtedly had that 
effect. 


Among U. S. Steel’s suppliers are: 

Adding and Calculating Machines, all major makes. 

Air Conditioning, Carrier Corp., Syracuse, N. Y. 

Ceiling (Acoustical Material), Johns-Manville Corp, 
New York; Rigidized Metals Corp., Buffalo, N. Y. (perfo- 
rated stainless steel ceiling). 

Chairs (Executive), Stow & Davis Furniture Co., Grand 
Rapids, Mich. 

Chairs (Posture Chairs), DoMore Chair Co., Elkhart, 
Ind.; Harter Corp., Sturgis, Mich. 

Conveyor System, Lamson Corp., Rochester, N. Y. 

Copy Holders, Precisioneering Mfg. Co., Los Angeles, 
Calif. 

Desks (Executive), General Fireproofing Co., Youngs- 
town, Ohio; Art Metal Construction Co., Jamestown, N. 
Y.; Stow & Davis Furniture Co., Grand Rapids, Mich; 
Doten-Dunton Desk Co., Cambridge, Mass.; Shaw-Walker 
Co., Muskegon, Mich.; Leopold Co., Burlington, Iowa. 

Desks (Secretarial), Metal Office Furniture Co., Grand 
Rapids, Mich.; Yawman & Erbe Mfg. Co., Rochester, N. Y, 

Dictating Equipment, Thomas A. Edison, Inc., West 
Orange, N. J. 

Draperies, Joseph Horne & Co., Pittsburgh. 

Duplicating Machines, A. B. Dick Co., Chicago, mimeo- 
graph; Ditto, Inc., Chicago, spirit; Addressograph-Multi- 
graph, Cleveland, Ohio, offset. 

File Cabinets, General Fireproofing Co., Youngstown, 0, 
Remington Rand Inc., New York. 

Floor Covering—Asphalt Tile, Kentile, Inc., Brooklyn, 
N. Y., and Hachmeister, Inc., Pittsburgh, Pa.; Carpeting, 
Mohawk Carpet Co., New York; also Vinatread (vinyl 
sheet over rubber), Southbridge Plastics Corp., South- 
bridge, Mass.; Tile (Rubber), Hood Rubber Co., Water- 
town, Mass. 

Intercommunicating Equipment, Teletalk, by Webster- 
Electric Corp., Racine, Wis. 

Lighting Fixtures, Frink Corp., Long Island City, N. Y. 
Westinghouse Electric Corp., Pittsburgh, Pa. 

Mailroom Equipment—Addressing Equipment, Addresso- 
graph-Multigraph, Cleveland, Ohio; Furniture, Pitney- 
Bowes, Inc.; Postage Meter, Pitney-Bowes, Inc., Stamford, 
Conn.; Scales, Toledo Scale Co., Toledo, Ohio; Special 
Mailcarts, Colson Corp., Elyria, Ohio. 

Microfilm Equipment, Diebold, Inc., Canton, Ohio; Bur- 
roughs-Bell & Howell, Detroit, Mich.; Recordak Corp, 
New York; Houston-Fearless Developer Co., Los Angeles, 
Calif. 

Music (Wired), Musak, New York. 

Partitions (Movable), E. F. Hauserman Co., Cleveland, 
Ohio. 

Photocopying Equipment, Ozalid Div., General Aniline 
& Film Corp., New York; Photostat Corp., Providence, 
R. I. 

Staplers, Bates Mfg. Co., New York; Staplex Co., Brook- 
lyn, N. Y. 

" Tabulating Equipment, International Business Machines 
Corp., New York. 

Time Clocks, International Business Machines, New 
York. 

Wardrobes and Lockers, Vogel Peterson, Inc., Chicago; 
Lyon Metal Products Co., Aurora, Ill. 

Among the local office outfitters cooperating in the 
equipping of the new United States Steel offices were E. W. 
Curry Co., General Office Equipment Corp., and Hughes- 
Ogilvie Co., all of Pittsburgh, Pa. 
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aluminum 
chairs 


It is possible that you are continually paying for 
new office chairs without actually having them. If 
you are paying for excessive maintenance, and if 
your office personnel is spending a great deal of 
time away from their work because of obsolescent 
seating, you are actually paying more than the cost 
of new chairs. 


Why not get the chairs you are now paying for— 
why not get FINE-REST? 


Write for free descriptive literature and for the 
name of your nearest FINE-REST dealer. 


~america’s Standard of Business Seating” 


ALUMINUM SEATING ( (pige 8, OHIO 


Distribuler Setootitan W. #959 eXbont pistined 
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a use {DUR copy 


_—— 


You and other subscribers to “Office Management” have 
been sent a copy of our 64 page catalog illustrating in 
almost actual size 494 ready- -to-use office forms ranging 
+ from “while-you-were-out” slips to complicated bills of 


lading. These ready-printed forms can save you most of 
the cost of expensive specially printed ones. 

You can buy these forms direct from us by mail or from 
your office supply dealer who has, or can get, the entire 


“World-Wide” line. Either way you save money. Use your 
World-Wide Catalog and order today. 


ACE STAPLE ® 


THE TOP QUALITY | LINE 


The complete ACE line gives a better, more reliable Stapler no 
aa matter what price you want to pay. our dealer about 
a  % _ stronger ACE Staples and the efficient ACE Staple Remover, 
ii too! ACE Stapling Equipment has been known as the ‘*World’s 
‘ Finest’’ for more than 20 years. It is doing a better job of fasten- 
j p ing and es papers. Also widely used for bags, bundles 
and cardboard boxes. 


SOLD THROUGH DEALERS EXCLUSIVELY 


CE FASTENER CORPORAT ASHLAND AVENUE + CHICAGO ! 


Sacramento Bee 
(From page 37) 


Companies whose equipment is used in the Sacra 
mento Bee’s offices include: 


Bookkeeping Machines, National Cash Register Co., Inc, 
Dayton, Ohio, and Underwood Elliott Fisher, Inc., New 
York. 

Calculating Machines, Friden Calculating Machine Co, 
San Leandro, Calif., and Marchant Calculating Machine 
Co., Oakland, Calif. 

Check-handling Equipment, F & E Check Protector Co, 
Chicago, and the Todd Co., Inc., Rochester, N. Y. 

Diazo Machines, Ozalid, Ozalid Div. General Aniline & 
Film Corp., New York. 

Executive Chairs, Emeco Corp., Hanover, Pa. 

Posture Chairs, DoMore Chair Co., Elkhart, Ind. 

Safe Cabinets, side-desk style, Remington Rand Ine, 
New York. 

Steel Desks and Tables, Globe-Wernicke Co., 
nati, Ohio. 

Side Chairs, Maso Steel Products Co., Chicago. 

Typewriter Stands, Cramer Posture Chair Co., Kansas 
City, Mo. 


Cincin- 


Statement of Ownership 

STATEMENT OF THE OWNERSHIP, MANAGEMENT, CIR- 
CULATION, ETC., REQUIRED BY THE ACT OF CON- 
GRESS OF AUGUST 24, 1912, AS AMENDED BY THE 
ACTS OF MARCH 8, 1933, and JULY 2, 1946, of OFFICE 
MANAGEMENT & EQUIPMENT, published monthly at 
New York, N. Y., for October 1, 1952. 


1. That the names and addresses of the publisher, editor, 
and business manager are: 

Publisher, Andrew Geyer, Inc., 
10, New York. 

Editor, Thomas V. Murphy, 212 Fifth Ave., New York 10, 
x. F. 

Managing Editor, none. 

Business Manager, Donald McAllister, 212 Fifth Ave, 
New York 10, N. Y. 

2. That the owners are: Andrew Geyer, Inc., (corporate 
name), 212 Fifth Ave., New York 10, N. Y., Mary A. Geyer, 
114 East 84th St., New York 28, N. Y.; Donald McAllister, 212 
Fifth Ave., New York 10, N. Y.; Bernard E. Neary, 1521 
Zuleta Ave., Coral Gables, Fla.; James E. Neary, Jr., 22 
Herbert Ave., White Plains, N. Y. 

3. The known bondholders, mortgagees, and other 
security holders owning or holding 1 per cent or more of 
total amount of bonds, mortgages, or other securities are: 
None. 

4. Paragraphs 2 and 3 include, in cases where the stock- 
holder or security holders appear upon the books of the 
company as trustee or in any other fiduciary relation, the 
name of the person or corporation for whom such trustee 
is acting; also the statement in the two paragraphs show 
the affiant’s full knowledge and belief as to the circum- 
stances and conditions under which stockholders and se- 
curity holders who do not appear upon the books of the 
company as trustees, hold stock and securities in a capacity 
other than that of a bona fide owner. 

DONALD McALLISTER, 
Business Manager. 

Sworn to and subscribed before me this 1st day of 
October, 1952. 

(Seal) 


212 Fifth Ave., New York 


WILLIAM B. WIRTENBERG, Notary Public, 
No. 31-4312100 

New York County, State of New York. 
(My commission expires March 30, 1953.) 
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NO USE 
LOOKING, 
OSCAR 144. YOu 
CAN'T SEE My 
PAYCHECK 
ROUGH THIS 


“OUTLOOK’ 


PAYCHECK "OUTLOOK" ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check. Nothing shows but the 
employee’s name. This improves personnel relations. 

THE N—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 


glassine or cellulose transparency. 


Write for samples and prices. 


.& e 


Outlook” Envelopes. Eeh 1902 35 


ON YOUR OFFICE TEAM 


ERASERSTING. 7077 ond 


For Pencil and 
Carbon Paper Marks. 


The All-American office team of 
COLUMBUS 1492 pencil and wood-encased 
EraserStik 7099 and 7099B (with brush) 
now has 2 new members....EraserStik 
7077 and 7077B—the new, better way 
to erase lead pencil and carbon paper 
marks. Insist on original EraserStik. 
Accept no substitutes. 
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ERA 


FOR PENCIL 


AW Faber GRASER STIK Garin 


A.W FABER-CASTELL iam > 


< 
M 
ww" 


PENCIL COMPANY INC NEWARK WN J 


$40 pounds is only a part 
of the load these wonder 
files will carry and permit 
free operation of the 
drawers! 


CONVOY chen -Coard, * 
STORAGE FILES 


MAKE THE COST AND WEIGHT 
OF STEEL UNNECESSARY 


Convoy Chem-board Storage 
Files weigh little over half as 
much as steel files . . . are priced 
in the corrugated paper board 
range—with serviceability in the 
steel range . . . take less than 
10% more space than steel files 
... can be stacked to the ceiling 
without supports . . . mate to- 
gether top-to-bottom and lock 
together side-to-side . . . have 
wax-like texture that makes 
drawers slide easily .. . are ship- 
ped assembled for easy installa- 
tion without tools ... are water 
resistant — moisture will not 
weaken them. 


(*) Chem-board is the product of Convoy’s exclusive chemical 
impregnation process that hardens the raw corrugated paper 
board and thoroughly binds the fibers. It is widely used to 
replace stee] and wood industrial tote boxes. 


You'll like Convoy quality and 
economy. Write today for de- yy, at a f 
Scriptive folder and prices on . 


14 standard sizes. 


STORAGE FILES 


CONVOY, INC. @ P. O. Station B, Box 216-D, Canton 6, Ohio 
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VALET 73 RACKS 


LOCKERETTE 


—Combines the best 
features of both lock- 


ers and coat racks. 


Wraps are exposed to air 
and light. Employees do 
not face the weather in 
damp wraps that have 
beer crumpled in dark 
loekers—do not eat soggy 
lunches, soaked by wet 
hats or gloves. Bach 
person has his own 

coat hangers, venti- 


x 12” x 15” deep lock 
box for lunches, tools 
and personal effects. 


Lockerettes save space 
too .. . the No. 6-12 
(2 - cohumn) accommo- 
dates 12 people in 6 feet: 
the No. 9-18 (illustrated) 
accommodates 18 in 


Write for Bulletin OL-4 feet. 


Improves health and morale— 
lower absenteeism. 


VOGEL - PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Ill. 


spaced 
lated hat shelf and 12” . 
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Rich 
Hammerloid 
GRAY or 
GREEN 


oven-baked 
finish 


LETTER 
& LEGAL 
SIZES 


VANGUARD 
Steel STORAGE FILES 


serve as ACTIVE files with posi- 
tive, simple stacking provisions, 
plus 


A Sturdy Recessed 
Base with Toe 
Clearance at Front 


@ Brass finish cardholder and handle. 
IMMEDIATE  @ Four rollers for ease of operation. 
DELIVERY —_@ Index guide rod with brass knob. 
@ Self-locking follower available. 


JACKSON BOULEVARD 


ACCO FASTENER 


To Bind Prpers Together 
To Keep . 2rfect Order 
To Prevent Loss 


Make Acco Fasteners the basis of your filing system. 
They keep papers bound together—loose leaf style— 
preventing loss, mis-filing, wasted time. Use them 
alone, in Accobind Folders, or in Accopress Binders. 
Sizes for all standard loose leaf centers. 
stationer. 


Ask your 


ACCO PRODUCTS, Inc. 
Ogdensburg, N. Y. 
In Canada: Acco Canadian Co., Lid., Toronto 


ACCO FASTENER 


CLASSIFIED ADVERTISING 


Rates are I5c¢ a word. Minimum charge $3.00. Payable 
in_ advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 21/2 Fifth Ave. 
New York 10, N. Y. 


For Sale and To Buy, Used Equipment 


KARDEX, ACME, GLOBE-WERNICKE, Yawman & Erbe, Rand Visible 
Cabinets, wood and steel. Addres: inets and Trays, 


Trays, steel and insulated. Reconditioned first-class. Special prices to 
dealers. We also buy this equipment. Universal uipment Co,, 
Inc., 7 Waverly Place, New York 3, N. Y. GRamercy 3-3741. 


WANTED—ALL TYPES Office Machines, Filing Equipment Furniture, 
Kardex, Acme Postindex. Will pay more than trade-in allowances. Write, 
won, CAnal 6-2054. National Office Equipment Co., 487 Broad 
way, N.. Y. 


WANTED — ADDRESSOGRAPHS, MULTILITHS, VARITYPERS, 
Mimeographs, Postal Meters, Folding Machines, Calculators, Adding Ma- 
chines, Etc. We pay top prices. rite immediately. Northway Bistri 
butors, 2621—I1st Ave., Seattle, Wash. 


VISIBLE EQUIPMENT bought and sold and exchanged. We specialize 
in rebuilt rdex, Acme, Globe-Wernicke and Yawman & Erbe visible 
cabinets, as well as other makes. All our equipment is fully reconditioned 
and guaranteed. Please write and tell us at equipment you need or 
po i ee Heineman Office Equipment Co., O.M. 4, N. 8th St., St. 

uis, Mio. 


Positions Wanted 


OFFICE POSITION WANTED: Commercial artist, versatile, exper- 
ienced, fully capable of handling any job involving art work or tyPography 
from start to finish. Company » 4 organs, reports, manuals, brochures, 
booklets, letterheads, advertisements, direct-mail pieces, graphics, maps and 
display set-wps of all kinds. All-around knowledge of visuals, layout, 
paste-up, type-fitting, color separation overlays, finished art for offset, 
airbrush, photo-retouching, hand-lettering and general production know- 
how. Box O.M. 139. 


EDITOR HOUSE ORGAN. Well rounded experience in all phases of 
magazine production. Good writer. Familiar with home economics, fur- 
nishings, education, school buildings, school supplies, architecture, oil 
products, science, medicine, agriculture. Address all replies to O.M. 141. 


INFORMATION SERVICE 
FREE 
TO SUBSCRIBERS 


The Subscribers’ Information Department will supply you 
with any information you require regarding the source of 
supply of any office equipment, systems, services or sup- 
plies. 

Write us whenever you are interested in learning the source 
of any particular office service, article or brand name and 
we will endeavor to promptly advise you where it can be 
located. 


OFFICE MANAGEMENT 
& EQUIPMENT 
The Magazine for Office Executives 
212 FIFTH AVENUE NEW YORK 10, N. Y. 


Be rit src 


BETTER OFFICE APPEARANCE 
| Bassick Casters — Glides — Desk Shoes 
I 


AND PROTECTION 
Rubber — Chair Mats — Fibre 


Desk and Chair Guards 
Plush Fenders —Fan Covers 


WRITE FOR CATALOG — DEPT. F. P. 


THE FLOORCRAFT COMPANY 


393 BROADWAY, WORTH 4-5810, NEW YORK 13, N. Y. 
PR ID 20 AI CT ARLE A RANE LOL SEL EE 
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TP&W Railroad 


(From page 45) 
gaciousness to an otherwise normally-proportioned 
area. Drapes can be drawn across them to block out 
direct sunlight. Here waiting visitors can relax on 
modern chairs or step into an adjoining washroom 
that is unobstrusively available. 

The TP&W offices are a thoughtful blend of the 
most up-to-date techniques that modern designers can 
offer, but an accomplishment that the railroad takes 
in its stride along with modern roadbeds, diesel 
power, and other developments that TP&W has con- 
tinually adopted over its many years of public service. 

Suppliers of the Toledo, Peoria & Western Rail- 
road offices include: 


Aluminum—Doors, Frames, Trim, Graybar Electric Ma- 
terials Co., New York. 
Boilers, Kewaunee Mfg. Co., Adrian, Mich. 


Ceilings (Plastic Grid), Benjamin Electric Co., Des 
Plaines, Il. 
Ceilings (Wire Mesh), Wheeling Corrugating Co., 


Wheeling, West Va. 

Chairs (Posture Chairs), General Fireproofing Co., 
Youngstown, Ohio; Globe-Wernicke Co., Cincinnati. O. 

Desks (Secretarial), All-Steel Equipment Inc., Aurora, 
Ill; General Fireproofing Co., Youngstown, O. 

Electric Equipment, General Electric Corp., Bridgeport, 
Conn. 

Floor Tile (Rubber), Armstrong Cork Co., Lancaster, Pa. 

Insulation (Fiberglas), Owens-Corning Fiberglas Corp., 
Pittsburgh, Pa. 

Plumbing Fixtures, Crane & Co., Inc., Dalton, Mass. 

Refrigeration Equipment, Westinghouse Electric Corp., 
Pittsburgh, Pa. 

Tabulating Equipment, International Business Machines, 
New York; Royal Typewriter Co. Inc., New York. 

Typewriters, International Business Machines, New York. 

Among the local office outfitters who had a part in the 
equipping of the TP&W Railroad offices were Ray Defen- 
baugh Co., Jacquin & Co., and Van’s Typewriter Co., all 
of Peoria, III. 


Pan American Life 


(From page 41) 

Floor Covering—Carpeting, Goodall Fabrics, Inc., New 
York; Tile (Rubber), Amtico, American Tile & Rubber 
Co., Trenton, N. J. 

a aaa Equipment, Executone, Inc., New 
fork, 

Lighting Fixtures, Smith Craft (fixtures), General Elec- 
tric Corp. (tubes). 

Mailroom Equipment—Letter Openers, Pitney Bowes, 
Inc., Stamford, Conn.; Furniture, Art Metal Construction 
Co., Jamestown, N. Y.; Postage Meter, Pitney Bowes, Inc.; 
Scales, Toledo Scale Co., Toledo, Ohio. 

Microfilm Equipment, Film-A-Record, Remington Rand 
Inc.. New York. 

Music (Wired), Muzak, New York. 

Partitions (Movable), F. F. Hauserman, Cleveland, Ohio. 
ens Equipment, Photostat Corp., Providence, 

pe 


Reception Room and Occasional Furniture, Knoll Assoc., 
New York, and General Fireproofing, Youngstown, Ohio. 

Safes, Mosler Safe Co., Syracuse, N. Y 

Tabulating Equipment, International Business Machines, 
New York. 

Time Clocks, International Business Mach., New York. 

Water Coolers, Crane Co., fountains, Chicago. 

Vera du Vernay Gibbons, Hemingways, New Orleans, did 
interiors. 

Among the local office outfitters contributing to the fin- 
ished offices were: Dameron-Pierson Co., Ltd., F. F. Han- 
sel & Bro., Ltd., Hanson-Flotte Co.; D. H. Holmes Co., 
and Clifford King Co. 
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The only low priced copy 
holder with high speed 
line finder. 


only $545 


Just flick the rubber 
wheel to operate line 
finder— 


"It works like a charm" 


FRANKLIN TABLE CO. 
116 N. 4th St., Louisville 2, Ky. 


“CHRISTMAS for the OFFICE” 


, MODERN 
e 
DISTINCTIVE 


Yes, everyone is 
proud of his name, 
and, customers like 
to know where cer- 
tain depts. are lo- 
cated. For friends 
employees — 


[ 


scriptive om. Bank signs our specialty. 

The finest desk and descriptive signs made today. Laminated bakelite 
plates set in attractively designed clear lucite bases. Made in four 
colors, grey, walnut, mahogany and black, all have white letteri 
Names are precision engraved into white core. Plates measure 9" x 13%" 
x Ya"; the base 9" x I'/." x 2". Write for prices. 


QUALITY PLUS, INC. 


MANUFACTURERS AND DISTRIBUTORS OF DISTINCTIVE SPECIALTIES 
86 N. Franklin St. Hempstead, N. Y. HEmpstead 7-644 


VARiGRAPH 
LETTERING INSTRUMENT 


Now anyone can do perfect hand-lettering to fit 
any job. Varigraph letters more than 500 sizes 
and shapes from each of 113 type style templets. 
Write today. No obligation. Dept. 70 


VARiGRAPH CO., INC. 2i0u 


FOR ALL TRAVELERS 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 
BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mich. 
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Last..n SMART 
REFRIGERETTE-BAR 
FOR YOUR OFFICE! 


~Hllectic Wonderbar 


Now you can keep cold drinks and snacks right by 
the desk—in a sleek cabinet that’s smart in any office! 


Think of the time and trouble your top executives 
will save! Business hospitality becomes as easy as 
opening a desk drawer! And what a wonderful 
way to impress customers! 


Silent freezing system has 
5-year warranty. Just plug 
it in — AC or DC, 32 to 230 
volts. Mahogany, blond or 
white finish. Legs or casters 
optional. See it wherever 
fine appliances are sold. 


The name to watch for great advances in 


REFRIGERATION and AIR CONDITIONING 
GAS + ELECTRIC 


Servel Inc., Evansville 20, Ind. 
In Canada, Serve! (Canada) Itd,, 548 King Street W., Toronto, Ontario 
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TRANSPORTATION CLOTH, 
newly developed by Knoll for 
institutional planning where extreme 
serviceability is indicated. In spirited 
colors that retain their sparkle 
through endless use. From the 
diversified Knoll collection. 


KNOLL ASSOCIATES, INC. * 575 Madison Avenue, New York 22, N. Y. 
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FIGURE ON A 


The Underwood Sundstrand 10-Key Adding- 
Figuring Machine bears a proud name... 


... because it represents more than 35 years 
of the kind of service you want... uninter- 
rupted service! ! 


It has the famous and original Sundstrand 
10-key Touch Method Keyboard that enables an 
operator to give you figure-facts right where you 
want them...right when you want them! 

And speaking of figures...here’s one you’re 
sure to like! It’s the low figure on the price tag 
of this dependable adding-figuring machine. 


This machine operates smooth as silk! Easy 
to learn, too. The 10 numeral keys are arranged 


... for this ““so-easy-to-operate”’ 


Underwood Sundstrand 
10-Key Adding-Figuring Machine! 


under the finger tips of one hand. No need to 
look from copy to keys...and back to copy. No 
disturbing, tiring headswing. And keys are formed 
to fit finger tips for increased keyboard accuracy. 

Ask your local Underwood Representative for 
a complete demonstration of this time- and 
money-saving machine...right in your own office 


...On your own work. 
Copyright—-UNDERWOOD CORPORATION 


Underwood Corporation 


Adding Machines - Accounting Machines - Typewriters 
Carbon Paper - Ribbons 
One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 
Sales and Service Everywhere 
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